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	Job Title: 
	Student Services Advisor
	      Reporting to:
	Student Services Team Leader


	Position: 
	Support
	      Grade: DA7
	

	

	Purpose 

	
The Student Services Advisor will provide specialist Advice, Information and Support to Students before, during and after their studies. They will also offer strong administration support to support the student services team.



	Accountabilities / Areas of Responsibility



Deliver Guidance, Advice and Information:

· Undertaking pre entry guidance activities. 
· Assisting students in exploring the financial implications of embarking upon a course of education and training.
· Advising students on their financial entitlements to bursaries, student loans, DWP benefits and additional student funding.
· Providing practical help to students and their families to complete bursary, SAAS, childcare, housing and discretionary applications.
· Providing a student centred pre entry guidance service to prospective students and community groups.
· Assisting students to consider their next steps and supporting that progression onto other opportunities both within the college and externally.
· To co-ordinate and participate in school, community or student services events both within the College and at other locations.
· Participate in and oversee arrangements for College open days and events.
· To co-ordinate the UCAS online application system for the College alongside other team members, providing help to students with personal statements and liaising with staff who provide references.
· Providing support to academic staff on navigating and using the UCAS system.

Deliver Personalised Support

· To support students on their college courses who may have needs arising from learning difficulties/ disability, mental and physical health difficulties, ASD, physical disabilities, sensory difficulties or social emotional behavioural difficulties.
· To manage a small case load of students with a diverse range of needs.
· To co-work students with complex needs alongside other student services staff.
· Undertaking initial assessments to determine the needs of students with a range of additional support needs. Using screening tools as appropriate to determine the needs, strengths and areas of difficulties for students with specific learning difficulties. 
· Monitoring and recording support and guidance activities and needs through the College’s online PLSP system.
· Reviewing students’ progression in accordance with the support plan as identified in the PLSP; involving internal and external staff as appropriate.
· To undertake monitoring, self-evaluation and review activities to support the evaluation and quality assurance at both individual student level and for service provision and project activities.
· Supporting Care Experienced students and students with caring responsibilities and liaison with external agencies to ensure students are well supported in College.
· To participate in covering the triage service the college offers assisting students who are in urgent need of support and advice.

Student Services Administration

· Make appointments for student services staff as appropriate.
· Ordering of equipment and office resources through P2P system.
· Dealing with electronic enquiries, drop-ins and appointments.
· Assist in providing information, sign-posting and supporting students to access external support by making phone calls on their behalf where appropriate.
· Provide administrative and secretarial support to the assist in the smooth running of Student Services functions.
· To work closely with the Student Services and Advice Centre Administrators to ensure that all aspects of administrative services are effectively managed and supported.
· Maintain and develop electronic and manual filing systems and relevant administration/IT systems as may be required – e.g. client databases, correspondence etc.
· Maintain records of student services activity and staffing inputs, matching these to external funding claims and prepare invoices as required.
· Develop and maintain the Student Services portal and ensure the website information is accurate and current.
· Assist in the development of programmes, activities, projects, internal and external events in relation to the school and community service.
· Communicate and liaise with students and College staff on the achievement of school and community activities.
· Support administration functions of the College Nursery, including student application and admissions arrangements for nursery children (Arbroath campus only).
· Liaise with Educational Psychologist for student appointments, distribute reports to DSA assessors and students who have been assessed. (Arbroath only)
· Coordinate invoicing arrangements for DSA students (Arbroath Only)
· To manage Petty Cash and Nursery payments this includes reconciling paperwork and close liaison with Finance (Arbroath Only)
· To process and assess students’ housing, child care and discretionary fund applications in line with SFC Policy and guidance. 
· To communicate with students and support them in relation to all aspects of their funding requirements at College.

Health, safety and well-being

Ensure all tasks are carried out in accordance with the College health and safety policy and procedures to maintain a safe working environment.

Notes on Duties and Responsibilities

The duties and responsibilities on this job description are intended to give a broad indication of the variety of tasks the post holder may be asked to undertake. It should be noted that a job description is not an exhaustive list of activities, and staff may be asked to carry out other duties commensurate with the grade of the post. The job description may also be amended to take account of changed circumstances, and staff will be consulted when this is necessary.
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	Experience

	Essential
· Experience in a front facing post with lots of client contact.
· Recent experience of providing information, advice and support to individuals with a range of needs.
· Multi-disciplined in a range of general administration duties

	Desirable
· Experience of working within an education setting previously


	Education and Qualifications

	Essential
· HNC/D in an appropriate subject

	Desirable
· Advice and guidance qualification
· Mental Health CPD- e.g. Assist, WRAP, Mental Health First Aid


	Skills / Ability

	Essential
· Ability to work with young people and adults on a one to one basis, in class and small group setting
· Excellent interpersonal skills
· Organised
· Accurate
· Ability to work to tight deadlines 
· Microsoft Office skills


	Desirable



	Personal

	Essential
· Ability to cope with pressure
· Flexible Approach
· Self-motivated
· Team player 
· Approachable and reliable
· Willingness to travel 





	Desirable
Driving License
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EMPLOYMENT INFORMATION 
FULL TIME SUPPORT POSTS



Superannuation

Support staff of Dundee and Angus College automatically join the Local Government Pension Scheme administered by Dundee City Council.  Contributions are based on pensionable earnings in line with the Local Government Pension Scheme.  This is a career average salary pension scheme with a tiered employee contribution rate.

Holidays

The leave year for support staff currently runs from 1 September to 31 August.  You will be entitled to 315 hours annual leave per annum (pro-rata if less than one year's service or part-time) inclusive of college closure days.  

Hours of Work

Your hours of work will be 35 per week with one hour (unpaid) for lunch. 

Probationary Period

You will be on a six month probationary period.  After this period your position will be made permanent should there be no performance related issues.  If performance related issues are highlighted during this period then your probationary period may be extended.  If those performance related issues do not improve then the employer may terminate your contract giving one weeks’ notice.

Sickness/Absence

Eligibility to sickness allowance is dependent upon length of continuous service at commencement of absence as follows:

SERVICE				FULL PAY	HALF PAY

Less than one year			1 month	1 month

One year, but less than 2 years	2 months	2 months

2 years but less than 3 years		4 months	4 months

3 years but less than 5 years		5 months	5 months

5 years or more			6 months	6 months 

Salary paid during periods of absence is inclusive of Statutory Sick Pay (SSP) if an employee is eligible.  If an employee has insufficient National Insurance contributions they may not be eligible for SSP. Self-certificate forms and/or doctor's medical certificates will be required at all times.





Remuneration

The rate of remuneration will be in accordance with the provisions of collective agreements reached from time to time.  This includes agreements reached by the National Joint Negotiating Committee and by the local College Joint Negotiating Committee.  

Salary will be £32,010 - £34,074 per annum.

A month's pay is 1/12th of the full annual salary.

Location

We have 3 campuses: Kingsway Campus which includes the Space, Gardyne Road Campus and Arbroath Campus.  Staff may be requested to work at any of the Dundee and Angus College campuses. Reimbursement is available for essential travel between campuses.  

Please note that this post is based at Gardyne Campus.

Disclosure

Successful candidates will be required to complete a PVG Scheme Record under the Protection of Vulnerable Groups (PVG) (Scotland) Act 2007.  

Staff Development and Training

Dundee and Angus College is committed to the continuous development of its staff in order to meet strategic, operational and team objectives.  The College recognises that whatever post is held, there will be times when additional training and support may help staff continue to do their job effectively and to the quality standards required.

Staff will be expected to attend regularly, a variety of internally organised Continuous Professional Development and Staff Development events – ranging from generic training to curriculum development to legislative updates.  

Staff can also apply for external staff development programmes and courses providing the development is categorised as enhancing the needs of the College or Curriculum, as well as meeting personal development needs.
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