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Job Description
	Job title:
	Student Disability Support Co-ordinator 

	Department/School:
	Student Services

	Grade:
	Grade 5 (0.6FTE) 

	Location:
	University of Bath premises


	Job purpose

	Help ensure disabled students have the opportunity to access and benefit from their academic and broader student experience through effectively co-ordinating their support entitlements



	Source and nature of management provided 

	Team Lead Student Disability Support 


	Staff management responsibility

	None


	Special conditions 

	The post holder will hold an enhanced DBS



	Main duties and responsibilities 

	

	1
	Co-ordinate the operation of the University’s relationship with external recruitment agency for support workers for disabled students, utilising MIS to inform decision-making in relation to the support for individual students.


	2
	Undertake Student Finance England and equivalent funding bodies contact as it relates to student support. 


	3
	Select suitable candidates from those recruited by external recruitment agencies to ensure cover of support roles. Provide specialist disability training, supervision and monitoring for all support workers (40 plus)


	4
	Maintain and develop accurate and up to date student records and processes to ensure effective co-ordination of support work activities.  Utilise in house and external MIS systems throughout the work and create/develop processes as required.

	5
	Recruit train supervise and co-ordinate the Reader/Scribe support workers for exam periods.


	6
	Recruit, train and supervise student volunteers for social mentoring scheme for students with Asperger Condition Syndrome liaising with the Students’ Union and the National Autistic Society, as appropriate. 

	7
	Maintain effective working relationships across the team including through regular attendance at casework meetings. 

	You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager. 
You are required to follow all University policies and procedures at all times and take account of University guidance. 
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Person Specification

	Criteria


	Essential
	Desirable
	Assessed by

	 
	 
	 
	A/F
	I/T
	R

	Qualifications
	First Degree or equivalent.


	Relevant professional qualification
	X 


	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Experience/Knowledge
	Selection, Training Supervision and monitoring of staff.
Administration experience, including Excel, MIS, data systems.
Experience of working in a service-orientated office environment.
Knowledge and experience of working in a disability related field.
	Student advice procedures and communication with internal and external agencies
Understanding of inclusion within an HE environment 

Knowledge of the Disability Discrimination and Data Protection Act(s)
	X

X

X
X

X
	X
X
X
X
X

	X

X

X

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Skills
	Excellent communication skills

Able to work effectively as part of a team
Well –organised, able to manage time and set priorities
	Ability to use electronic systems for managing student records. 
	X
X

X


	X
X

X


	X
X

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Attributes
	Commitment to collaborative working across professional boundaries

Willingness to work flexibly across Student Services and develop new skills and knowledge related to the role
A commitment to promoting equality of opportunity within a diverse student and staff body.
An enhanced CRB check.
	
	X
X

X

X

	X
X

X

X
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Code: A/F – Application form, I/T – Interview/Test, R – References
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