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Job Description
	Job title:

	Student Living Support Co-ordinator 

	Department/School:

	Accommodation & Hospitality Services

	Grade:

	5

	Location:

	University of Bath premises


	Job purpose


	· To help deliver a residence life scheme within accommodation
· To provide administrative and logistical support for the Student Living Support Manager
· To develop a sense community, prioritise student wellbeing and experience within University accommodation
· To work alongside the Students Union and Student Support to improve facilities, services and communications whilst living in student accommodation
· To work with Landlords, agencies, private providers and the local community.


	Source and nature of management provided 


	Student Living Support Manager



	Staff management responsibility


	The post holder will provide training and line manage a pool of Student Living Assistants


	Special conditions 


	Performance of the above duties will occasionally involve working outside normal hours, especially during the first few weeks of term.  Adequate notice will be given and time off in lieu will be agreed with the Manager.


	Main duties and responsibilities 


	Residence Life

	1
	To help recruit and train a pool of peer to peer Student Living Assistants to deliver messages and information to those in University Accommodation

	2
	Plan, co-ordinate and deliver welcome and community events/activities for University Accommodation

	3
	Co-ordinate and manage Student Living Assistants  as part of residence life  programme events 

	4
	Communicate key student living messages to residents of University accommodation – ensuring City Halls are fully involved 

	5
	Develop and coach Student Living Assistants, advising where necessary and supporting with training and signposting 

	6
	Develop a positive community with University Accommodation, co-operating with Students Union staff and Hall Reps 

	7
	Investigate, develop and deliver initiatives and ideas for residence life programme – with particular emphasis on the City Halls locations

	8
	Divide line management of the overall pool of Student living Assistants with Student Living Support Manager

	9
	To cover the living support email and accommodation teams channels, liaising with others to ensure all issues and questions from our customers are resolved in a timely manner

	10
	Respond to household issues reports, relating to conflict over such matters as cleanliness, noise, guests and link into University Student Discipline processes as required through Student Policy and Safeguarding Team  

	11
	Represent the Student Living Team at external events in the City and UK wide. Co-operating with key stakeholders, planning and delivering at a variety of venues and locations

	12
	Deal with student complaints and complex issues in halls and associated mediation and liaison with households

	13
	Produce reports and share insight on accommodation discipline data with campus wide colleagues

	14
	Respond to and resolve domestic disputes or grievances in University accommodation

	Student Wellbeing and Student Experience

	15
	Liaise with Academic Depts, Student Services, Security, Accommodation on welfare issues affecting students in residence

	16
	Provide assistance for students with additional or complex support needs 

	17
	Respond to incoming requests relating to student wellbeing or student experience, from staff and students

	18
	Promote and introduce Shared Living Agreements and residence life programme to new co-horts as a means of developing community/unity in halls life

	19
	Work alongside operations staff and Student Living Assistants to liaise with students on supported living process in halls

	20
	Help deliver key contacts and engagement points with residents from intake and throughout the academic year

	21
	Represent the Student Living Team at various high profile campus events such as Student Union fairs, University Open Days and promote the residence life programme

	Private sector and third party partnerships

	22
	Update Studentpad landlord database and assist with landlord enquiries 

	23
	Attend to student enquiries about private sector housing and provide advice under direction of Private Sector and Partnerships Co-ordinator

	24
	Take part in private sector housing events 

	25
	Work with third party partners in provision of accommodation to maximise residential experience, especially nominations agreements 

	General areas of responsibility

	26
	Any other duties commensurate with the grade of the job as reasonably required by the Student Living Support Manager

	27
	To attend regular 1-2-1 meetings with the Student Living Support Manager 
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Person Specification
	Criteria
	Essential
	Desirable

	Qualifications
	
	

	· Educated to A Level or equivalent
· Educated to degree level

· Other Professional qualifications


	√

	√
√

	Experience/Knowledge
	
	

	· Experience of working in a customer facing dynamic reception / reservations role 

· Experience of customer care and understanding of confidentiality and discretion, especially over the counter service
· Experience of working within a Higher Education Institution 

	√
√
	√


	Skills/Attributes
	
	

	· Excellent interpersonal, verbal and written communication skills. Ability to present information clearly and concisely

· Excellent organisational skills, the ability to be flexible and work unsupervised and to plan and prioritise workload to meet deadlines

· Good and accurate numeracy skills including the ability to work confidently with Microsoft Office Applications systems

· The ability to work within and contribute to a team

· Ability to use initiative 

· The ability to work under pressure, and flexible to adapt to changing priorities 

· Desire to deliver and achieve excellent standards of work and service. Punctuality is essential in delivery of service

· Positive and enthusiastic 

· Attention to detail


	√
√
√
√
√
√
√
√
√

	


	Effective Behaviours Framework
The University has identified a set of effective behaviours which  we value and have found to be consistent with high performance across the organisation. Part of the selection process for this post will be to assess whether candidates have demonstrably exhibited these behaviours previously. 


	Managing self and personal skills:

Willing and able to assess and apply own skills, abilities and experience.  Being aware of own behaviour and how it impacts on others.

  

	Delivering excellent service:

Providing the best quality service to all students and staff and to external customers e.g. clients, suppliers. Building genuine and open long-term relationships in order to drive up service standards.

  

	Finding innovative solutions:

Taking a holistic view and working enthusiastically and with creativity to analyse problems and develop innovative and workable solutions.  Identifying opportunities for innovation.

  

	Embracing change:

Adjusting to unfamiliar situations, demands and changing roles.  Seeing change as an opportunity and being receptive to new ideas.

 

	Using resources:

Making effective use of available resources including people, information, networks and budgets.  Being aware of the financial and commercial aspects of the University.



	Engaging with the big picture:

Seeing the work that you do in the context of the bigger picture e.g. in the context of what the University/other departments are striving to achieve and taking a long-term view.  Communicating vision clearly and enthusiastically to inspire and motivate others.

  

	Developing self and others:

Showing commitment to own development and supporting and encouraging others to develop their knowledge, skills and behaviours to enable them to reach their full potential for the wider benefit of the University.

  

	Working with people:

Working co-operatively with others in order to achieve objectives.  Demonstrating a commitment to diversity and applying a wider range of interpersonal skills. 

  

	Achieving results:

Planning and organising workloads to ensure that deadlines are met within resource constraints.  Consistently meeting objectives and success criteria.
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