PART 1 – TO BE COMPLETED FOR ALL ROLES – 

The role description and person specification are key documents in the application pack and they should also be used for shortlisting and interviewing to ensure candidates match key criteria.
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	Role Description

	


	Grade & Salary:


	Grade 5 University Salary Scale

	Campus Location:
	Sighthill


	Line Manager:
	School of Health & Social Care Pastoral Support Advisor


	Line Management Responsibility for:
	n/a


	Organisational Structure:
	 FORMCHECKBOX 
 Tick to confirm attached

	Role Summary:


	Play a key role in the successful delivery of information, advice, support and guidance to ensure an excellent, personalised student experience and a range of wider activity to enhance student retention, progression and satisfaction within the Pastoral Support team at the School of Health & Social Care (SHSC).

	Main Duties and Responsibilities



	· 
	Provide professional and expert advice, guidance, support and information to SHSC students, individually and collectively, at each stage of the student journey, from pre-entry to graduation.


	· 
	Employ active listening, coaching and/or counselling skills with individual students and facilitate referral and access to University support services and/or communication with academic staff, as appropriate.  Arrange follow-up conversations as required.


	· 
	Record interactions with students and ensure confidentiality and appropriate record keeping in line with relevant legislation. 


	· 
	Conduct detailed analysis in relation to service provisions and areas of support that students access to inform future service delivery and to enhance the student experience.  Analyse data trends including student retention and key themes to monitor the service provision.



	· 
	Build relationships with academic staff across the School to promote the services of the Pastoral Support team.


	· 
	Collaborate with academic and professional services staff on a range of integrated tasks and projects to enhance the quality of the student experience including attendance at University open days; delivering sessions at induction and wider projects.

	· 
	Design and lead staff briefing, learning and development events around student issues and student support.  Pro-actively gather feedback following events and action/disseminate these, as appropriate. 


	· 
	Lead projects and initiatives as consistent with the role. While these will always be in response to identified need, these will also be developed in conjunction with the role holder and aligned with their skills and interests 
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	Person Specification


	


	Attributes
	· Essential Selection Criteria 
	Desirable Selection Criteria  

	Education/Qualifications
	Degree or equivalent, relevant experience

	Counselling 

Mentoring/coaching

Health & social care

	Experience 
	A demonstrable history of supporting students in an academic environment, or equivalent
Knowledge and understanding of student experience issues

Delivering training, mentoring or support activities to others

	Experience of working in Higher or Further Education
Experience of working in health and social care

Design and delivery of personal and professional development programmes and materials

Organising and facilitating group support or social events

Working in partnership with the NHS or other external organisations

	Skills/Personal Requirements
	Commitment to students, the quality of their experience and to their success now and into the future
Effective interpersonal skills and the ability to be empathic, work with, lead and motivate a wide range of students

Ability to work as a part of a team to deliver pastoral support

Ability to work creatively under pressure in a changing environment and to prioritise

Ability to communicate effectively to a wide range of individuals and groups, through a variety of media, both in person and remotely

Highly developed oral and written communication skills including use of IT

Ability to work independently and as part of a team

Well-developed time management, planning and organisational skills

	Flexible approach to working outwith normal hours, when required
High level facilitation and presentation skills demonstrating an ability to work confidently with students, staff and managers at all levels


· Essential Selection Criteria are mandatory requirements for a post-holder. If a potential candidate does not evidence all of these requirements in their application form they do not meet the essential criteria of the role and, therefore, will not be short-listed for interview. 
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