
 

 

 
 
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. 
 

 
Student Retention and Success Adviser  

 
 

Role Description 
 

 

 

Grade & Salary: 
 

Grade 5 

Campus Location: Sighthill 
 

Line Manager: Head of Wellbeing and Inclusion  

Line Management 
Responsibility for: 

N/A 
 

Organisational 
Structure: 

 Tick to confirm attached 

Role Summary: 
 
 
 

Edinburgh Napier’s Student Wellbeing and Inclusion Service offers a 
range of services in support of student success and retention to a student 
body consisting of approximately 19 500 students.  
 
We are recruiting to a role that offers a significant and exciting opportunity 
to be part of a team which continues to develop and innovate a student 
focused service provision.  
 
This new role of Student Retention and Success Adviser will establish and 
develop a case-management approach in support of student success and 
retention. You will respond to, and case manage, concerns relating to 
students’ academic, and/or wider welfare issues where there is a risk of 
withdrawal.  
 
A wide range of support for students is embedded across the University, 
provided through a variety of services:  these include, Disability Inclusion, 
Student Funding, Counselling and Mental Wellbeing, Student 
Accommodation, Academic Skills, Widening Participation, and School 
Personal Development Tutors. 
 
You will work across and within these services and our Academic 
Schools to provide personalised support, tailored to the individual needs 
of the student. You will also act as a first point of contact for University 
staff and others who are concerned about the academic standing of 



 

 

students, providing advice and guidance and signposting to appropriate 
support services.  
 
In addition to providing flexible and proactive support for individual 
students, you will work with the Head of Wellbeing and Inclusion and 
other senior staff to report on the service delivered and to develop 
policies and procedures, contributing to the development of a consistent 
institution-wide approach in support of student retention and support for 
our students. 
 
Finally, a significant aspect of the role will relate to proactively delivering 
key information to applicants and current students to assist them to 
identify sources of support and guidance. The initial focus of the role will 
be to enhance the experience of new students over the 
Welcome/Induction period. 
 

Main Duties and Responsibilities 
 

  Act as the first point of contact and provide a professional, sensitive and student focussed 
one to one case management service for students who are experiencing personal issues,  
academic problems  or other difficulties impacting on their ability to remain at University. 

  Work together with the student and where appropriate involve colleagues from other key 
services to offer advice and identify appropriate options in support of resolution or 
mitigation of issues in support of retention. 

  Work with colleagues in Wellbeing and Inclusion to provide effective service triage and risk 
assessment and management.  

  Signpost and refer students to specialist support provided by other University services and 
where appropriate to support services external to the University; facilitate access to 
psychoeducational group interventions across our multi campus setting. 

  Act as a first point of contact for third parties - members of staff, parents and friends - who 
are concerned about the welfare and/or behaviour of a student, and offer advice and 
support whilst recognising the importance of confidentiality and data protection. 

  Understand and comply with the policies and procedures of the Student Wellbeing and 
Inclusion team, including policies on data sharing & confidentiality, record-keeping, 
responding to emergencies, and escalation of matters relating to students in crisis. 

  Contribute to the organisation and delivery of new student induction activities, primarily 
with a focus on raising awareness of student support services and resources. 

  Where relevant/possible offer assistance to other members of the Wellbeing and Inclusion 
team in respect of non-clinical support for example, in relation to promotion of Student 
Funding services; Disability related support; delivery of pro-active workshops and events to 
promote information and services that support student retention and success. 

  Contribute to service evaluation and reporting to aid strategic planning, development and 
enhancement of services provided; and to enable the University to better understand the 
range of issues which underlie student withdrawal. 

  Lead on the development of communication strategies including email, web based 
information, online self-help materials and systems to reach the widest possible student 
audience.  



 

 

  Understand the services offered by other university departments and community resources, 
and be able to refer students to the appropriate sources of additional or specialist support 
as required. 

  Play a leading role within Wellbeing and Inclusion and participate in events to raise 
awareness of the services offered (e.g. Open Days, Applicants Days, Mental Health 
awareness events) 

  Design policy and implement procedures for the University in support of students who have 
disengaged and are nonresponsive to communications.  

  Assist the Head of Wellbeing and Inclusion Services and other staff in coordinating 
responses to mental health crisis, liaising with other University staff and external agencies 
as appropriate. 

  In addition to the main duties indicated here, the post holder may be required to perform 
other duties assigned by the Head of Student Wellbeing and Inclusion from time to time. 
Such duties will be reasonable and be in line with the post holder’s skills, experience and 
grade. 
 

 
 

  

 
Person Specification 
 

 

 

Attributes Essential Requirements Desirable Requirements 

Education/Qualifications 
 
Degree or demonstrable work 
experience equivalent to the 
level of responsibility of this 
role. 
 
 
 

 

Recognised post-graduate 
Diploma/ Qualification in 
Counselling or Counselling 
Psychology or equivalent. 
 

Registered Membership of 
BACP or equivalent and/or 
evidence of working towards 
accreditation 
 
Mental Health/Wellbeing 
related qualification. 
 
Child and Adult Protection 
Training Level 2 
 
Mental Health First 
Aid/ASSIST training 

Experience  
 
 
 
 

Experience of providing a one 
to one support service.  
 
Experience of delivering 
effective case management/ 
advice/guidance work. 

Experience of working in 
Further/ Higher Education. 
 
Experience of 
social/community work. 
 



 

 

 
 
 

 
Experience of responding to 
mental health and welfare 
issues with young people/ 
students. 
 
Experience of multi-agency/ 
cross service working to 
positive effect. 
 
Able to demonstrate 
knowledge and 
understanding of students’ 
issues and the demands on 
student life which may lead to 
withdrawal. 
 
Good knowledge of 
community resources and 
referral pathways.  
 
Experience of service co-
ordination.  
 
Understanding or experience 
of risk management and 
safeguarding. 
 
Experience of working with a 
diverse community.  
 
Skills and experience in 
designing and delivering 
interactive workshops and 
seminars. 
 

Experience of coaching.  
 
Experience of providing 
online/email support.  
 
Experience of designing/using 
evaluation tools. 
 
Experience of delivering 
academic support to 
individuals or groups. 
 
Knowledge of relevant 
developmental and transition 
issues for students. 
 
Experience of contributing to 
or developing policy. 
 
 
 

Skills/Personal 
Requirements 

Excellent skills in assessing 
the needs of students and in 
dealing with people in 
distress. 
 
Excellent customer service 
and interpersonal skills, 
including the ability to 
communicate clearly and 
concisely. 
 
Ability to plan, organise and 
prioritise work effectively, to 
manage own workload, and 

Evidence of delivering service 
innovations. 
 



 

 

 

to balance competing 
demands in order to meet 
agreed deadlines. 
Excellent presentation, 
academic writing and 
numeracy skills. 
 
Ability to work calmly under 
pressure in a busy 
environment whilst delivering 
high quality work standards 
 
Ability to work effectively and 
ethically with students who 
may experience challenging 
circumstances and to 
demonstrate self-care and 
resilience in dealing with this 
demand. 
 
An understanding and 
respect for diversity, including 
the ability to engage with 
students from a wide range of 
cultures and with a range of 
support needs 
 
Excellent team working skills, 
with an ability to develop and 
maintain co-operative 
relationships, demonstrating 
a collaborative team spirit to 
continually enhance services 
 
Ability to maintain a high level 
of confidentiality. 
 
Excellent IT skills including 
sound working knowledge of 
Microsoft Office applications, 
editing web pages and 
developing content for 
intranet sites. 
 
Willingness to work flexible 
hours including occasional 
evening and weekend work 
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