Job Description
POST:
Senior Student Services Adviser
GRADE:

SO 2 

HOURS:

37 hours per week whole time

LOCATION:
Middlesbrough and Hartlepool
LINE MANAGER:
Student Services Manager 
SAFEGUARDING STATEMENT:

The Northern School of Art recognises that it has a statutory and moral duty to promote and safeguard the welfare of its students who are under the age of 18 and of its vulnerable adults.

JOB PURPOSE:

To assist the Student Services Manager in the planning, provision and monitoring of pastoral support provided to students across the School.  

To manage the pastoral and welfare team to ensure there is an appropriate, effective and wide-ranging package of support in place to develop students’ life skills and resilience, educate and empower students, enhance their experience at the School, support their mental health and wellbeing and therefore their academic achievement. 

To identify and provide pastoral support and advice to individual learners to ensure non-academic issues do not hinder academic progress.

MAIN DUTIES AND RESPONSIBILITIES:
1. To implement and monitor appropriate procedures to ensure an appropriate and effective pastoral service to all relevant students;
2. To plan, co-ordinate, review and evaluate a student pastoral support programme at both FE and HE in liaison with the Student Services Manager;

3. To take a lead on the development of the pastoral provision, including sourcing resources, liaison with external providers and production of relevant materials to enhance support and raise awareness of students and relevant staff;

4. To keep up to date with current trends affecting students and young people and adapt provision accordingly;

5. To act as line manager to other Student Support Advisers providing guidance and support on appropriate actions, identifying appropriate CPD and conduct regular reviews of performance in line with the School performance management procedures;

6. To manage a caseload of students and:

a. identify individual support needs via student interviews and enrolments, induction, and regular review discussions where appropriate; 

b. to advise students on the variety of support available and assist students’ applications for bursary/hardship funds.
7. To work with other members of staff e.g. additional support, student counsellor, academic tutors, where required to ensure a comprehensive package of support from within the School, in particular to inform course and programme leaders of any issue that might affect student progress;

8. To ensure that records on support and guidance provided to individual students are comprehensive and appropriate;
9. To liaise with, and refer students to, external agencies where appropriate;
10. To act as a representative of the School during meetings with external agencies;

11. To liaise with parents, guardians or other appropriate individual where students are under age 18;
12. To oversee the provision of appropriate accommodation support, including liaison with accommodation providers to maintain a positive working relationship, sharing of information regarding demand and maintaining standards of accommodation offered to School students;
13. To attend meetings related to student support, individual students, the Corporation and external bodies as required; and
14. To deputise for the Student Services Manager when requested.  

GENERAL ACCOUNTABILITIES: 

1. Ensure other members of the team have information to cover effectively for you in your absence;

2. To engage in professional development and networking to ensure that professional, and strategic contributions are up-to-date;

3. Ensure that the Corporation’s Health & Safety Policy is adhered to at all times and take responsibility for general health and safety housekeeping within your work area;

4. Participate actively in the performance management scheme, agreeing objectives, attending reviews and undertaking professional development as required;

5. Ensure that the Corporation’s Equality and Diversity policy is adhered to at all times and tackle or report discrimination and harassment wherever it occurs;
6. Ensure the safeguarding of learners at all times and report any potential issues without delay;
7. All employees are expected to be fully committed to policies/processes on equality, diversity, safeguarding and the Prevent Agenda; 

8. Any other duties commensurate with the nature and level of the post, as directed by the Student Services Manager or the Principal; and 

9. This list is not exhaustive and is only an indication of responsibilities.

Signed 
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                  Senior Student Support Adviser
Signed 
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     Teresa Latcham – Student Services Manager 
Person Specification - Senior Student Support Adviser
	Essential
	Desirable

	Qualifications

· 5 GCSEs at Grade C or above


	· Basic mentoring, counselling or therapy based qualification
· Basic team leader or management qualification

· Qualification in mental health and related fields 

	Experience

· Managing or leading a team effectively

· Supporting young people/adults with mental health issues 

· Delivering advice and guidance to others

· Effective record keeping / use of databases

Knowledge 

· of issues that can affect a student’s progress and how to address them 
· of support services available to students
· of student finance available to FE and HE students 
	· Work within a mental health/therapeutic setting
· Work within an educational setting 



	Skills/Abilities

· Good team leading skills – able to guide and enthuse others

· Able to deal sympathetically with sometimes difficult or emotional circumstances

· Able to maintain a level of professional detachment in order to deliver to the best interests of students

· Excellent prioritisation and organisational skills

· Ability to work unsupervised and on own initiative

· Sound administrator, procedurally aware
· Excellent communication skills, written, verbal and visual, including tact and diplomacy

· IT skills, in particular Word and Excel

· Numerical accuracy including the ability to handle cash

· Access to a vehicle for work purposes (must be able to travel to other sites)

· Ability to deliver hours flexibly according to need

· Initiative to develop this role fully and develop an effective and innovative tutorial support programme

· Committed to continuous professional updating
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