[image: ]                                Student Advisor

Responsible for:  	Student Advice Service, Student Staff
 
Reporting to:  	The Executive Committee – through the Senior Permanent Staff Member

Salary:  		£19,744 pro rata
Terms:  		(6 months Maternity Cover with possibility of extension)

Holidays:  	Six weeks paid holiday (pro rata) at a time suitable to the Union

Sick Pay:  		As per Union policy


Job Purpose:  

To work within a small team providing advice and support to Heriot-Watt University students. Most of this advice will be delivered on a one-to-one appointment basis, with some students then being referred to the relevant University Department. You will be responsible for maintaining case files and communicating with students during the process. 
· Provide a friendly, approachable and compassionate service to students, assessing their individual requirements and providing non-judgemental advice, information and support.
· Supporting students on a wide-range of issues including academic appeals, University complaints and disciplinary procedures and fees negotiation.
· Represent students engaging with formal University processes, including academic appeals and disciplinary processes.
· Referring students, where necessary, to the correct University department.
· Developing a strategy with the individual students to address the issue, arranging future appointments and maintaining contact where necessary.
· Responding to, where appropriate, questions on the Association website.
· Responding to telephone and email enquiries.
· Develop a solid understanding of University procedures and services.
· Operate and maintain the appointment system 
· Ensure that an accurate and up to date case file system is maintained.
· Maintain the advice and information resource base within the unit. 
· Ensure accurate collation of data for statistical analysis and compilation of reports within the unit. Particular attention should be paid to trends within casework and enquiries, which in turn should be shared with the Executive Committee.
· Assist in maintaining accurate and up to date information on the website.

People 

· To be responsible for developing and motivating staff within the team to build effective leadership.

· To work with direct reports to review performance, set appropriate performance targets and ensure the provision of relevant professional development opportunities and training.

· To support and motivate all staff to enable individuals to continuously expand their capacity to achieve the organisations goals.

· To support the development of a culture which empowers others to contribute to quality enhancement and service excellence.

Relationships 

You will be required to establish and maintain a range of internal and external relationships in order to carry out your role effectively and to maximise the benefit to the Union and its members in providing quality services. These are listed below: 

Internal Relationships 
· Union Executive
· Direct line reports 
· Other key staff and internal stakeholders
 
External Relationships 
· Heriot-Watt University
· External suppliers
· Other relevant clients and bodies
 
General
 
· Attend and prepare for internal meetings within the Association as required.
· Assist the Executive team and other Officers in performing their duties.
· Liaise with Association staff located on other Campuses.
· To assist the Association in its welfare campaign functions and to ensure effective communication and information distillation. 
· Adherence to and support the code of practice, with particular regard to confidentiality procedures.
·  To undertake other duties as appropriate for the grade and responsibility of the post and which may be, from time to time, reasonably requested
· To maintain commitment to personal development and participate in professional development as appropriate.
· To maintain the high standards of customer care, hygiene, health and safety and cost control across departments.

PERSON SPECIFICATION
 Essential:
 We would be looking for a graduate with some relevant experience either paid or unpaid or a non-graduate with five years relevant work experience
· Some experience of advice work or demonstrate an aptitude for advice work 
· Ability to encourage and motivate student staff and volunteers
· Ability to understand educational issues as they arise
· Ability to contribute to policy formation and priority setting 
· Ability to work with senior University academic and support staff
· Excellent interpersonal skills
· Good administrative skills
· Good communication skills 
 Desirable:
· Knowledge of the issues affecting the sector of Higher Education
· Knowledge of welfare issues – particularly those relating to students
· Experience of training
· Experience of representation and/or support of representation
· Ability to undertake case, research and other project work
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