[image: ]
Job Description

	Job title:
	Faculty Student Support Officer

	Department/School:
	Faculty of Engineering & Design

	Grade:
	6

	Location:
	University of Bath campuses / hybrid

	Reporting to:
	Faculty Assistant Registrar

	Direct reports:
	None



	Job purpose

	
As a Student Support Officer, you will play a key role in supporting academic and professional service colleagues to implement, evaluate, and enhance the taught student experience from induction through to graduation.

This is a busy and varied role which requires the post holder to be in regular communication with academic colleagues, professional staff, and students in the relevant academic department/faculty as well as central support services. The post holder will need to stay up to date with student regulations/policies and all pastoral and wellbeing activities offered at the University/SU so they can provide guidance to colleagues and students as appropriate.

Working alongside academic and professional service staff, the post holder will contribute to an effective integrated support system within the relevant academic department(s) to identify students at risk of not succeeding, utilising the internal processes/services available. This includes support for colleagues and processes supporting students through academic advising, course engagement monitoring, Disability Access Plans, Health, Wellbeing & Support for Study (HWSS) plans, Return to Study, and liaising with Student Support & Safeguarding. 

Excellent organisational skills, a good use of initiative and the ability to interpret and apply complex information (i.e., engagement data and systems, University regulations and policies), is essential. The post holder will need to communicate persuasively and tactfully to help academic colleagues support students’ welfare and progression.

In fulfilling these functions, the post holder will foster and maintain a regular working relationship with colleagues in the academic department and across the wider University.




	Source and nature of management provided 

	
Responsible to the Faculty Assistant Registrar. Specific guidance on academic and student experience regulations/policies from Directors of Studies/Teaching, Faculty Assistant Registrars, and Student Support & Safeguarding.




	Staff management responsibility

	
Not applicable






	Special conditions 

	
Busy periods like induction may require flexibility and TOIL will be provided.
 



	Main duties and responsibilities 

	
Support academic leaders to co-ordinate an effective integrated support system within the relevant academic department(s) to identify students at risk of not succeeding, utilising the processes/services available, e.g.

· Academic advising
· Course engagement monitoring
· Disability Access Plans
· IMC/coursework extension requests, students in suspense/retaking year, individual programmes of study etc. 
· Health, Wellbeing & Support for Study (HWSS) policy/procedure

Under the leadership of the relevant Head of Department, work with Directors of Studies/Teaching, Senior Academic Advisor(s), programme teams, and Student Support & Safeguarding to ensure students are offered targeted support and interventions in a timely, efficient, and professional manner.


	1
	Support the delivery of department/faculty pastoral support

(i) With oversight from the Head of Department, work with Directors of Study/Teaching and Senior Academic Advisors to implement department academic advising systems in line with QA33 and best practice, ensuring a high quality and consistent system that students find beneficial and supportive.
(ii) Support Senior Academic Advisors to ensure academic advising is monitored effectively, utilising student and staff feedback, and helping academic colleagues make improvements in-year and annually.
(iii) Support Directors of Studies/Teaching to ensure peer mentoring and academic representation systems are meeting QA, Faculty, and SU requirements. 
(iv) Liaise with Directors of Study, Senior Academic Advisors, Academic Advisors and University support services in resolving more acute student pastoral issues.
(v) Contribute to ensuring taught students are aware of and have access to welfare services, peer mentoring, academic advisors, and activities that promote wellbeing and a sense of community and belonging.
(vi) Attend appropriate Faculty/department committees, to discuss student support issues or specific student cases.
(vii) Develop good working knowledge of the University’s regulations and procedures which are relevant to student support and progression.
(viii) Advise colleagues in the Faculty/department regarding University/SU provided support services.  Liaise closely with the University’s Student Support & Safeguarding department.


	2
	Coordinate course engagement monitoring 

(i) Be the professional service lead within the relevant department(s) for course engagement monitoring systems.
(ii) With oversight from the Head of Department, collaborate with DoSs/DoTs, and professional colleagues to ensure course engagement monitoring is integrated as part of their course/assessment structures to build effective systems that meet the needs of different courses and cohorts.
(iii) Ensure procedures are in place and being followed so academic departments monitor, action, and track interventions related to students with low or non-engagement during their studies. This primarily includes students identified via engagement analytics systems, but could also be highlighted via other methods, e.g., IMCs, coursework extension requests, non-attendance at exams, and Support for Study.  
(iv) Track student course engagement monitoring documents provided by the department programme teams, communicating with DoSs/Academic Advisors/Student Support about students not engaging with the process. Advise academic colleagues on escalating cases as necessary.
(v) Ensure UG and PG taught students are aware of engagement requirements and key student policies and procedures relating to support and adjustments, e.g., HWSS, Engagement Monitoring, IMCs, Examinations support, Return to Study, DAPs.
(vi) Coordinate the annual evaluation of Engagement Monitoring within the department(s), including collation and review of staff/student feedback to inform engagement monitoring approaches
(vii) Create and support the implementation of action plans to improve the Engagement Monitoring intervention across the department(s)
(viii) Liaise with Faculty/School and Student Support colleagues to share best practice and ensure consistency across the institution.


	3
	Case advice 

(i) Provide (non-clinical) case advising support to academic staff for HWSS cases, in liaison with Student Support & Safeguarding.
(ii) Provide supporting the supporters advice to academic staff regarding student cases of concern, flagged by academic processes, e.g., low course engagement, persistent IMC claims or extension requests, missed assessments, students in suspense/retaking year, or on individual programmes of study, etc.
(iii) Support Faculty/department initiatives to enhance the experience of taught students with specific requirements including international, mature, and widening participation students. 
(iv) Provide information/advice on student cases and appropriate follow-up, in liaison with Student Support & Safeguarding and contributing to Faculty/department panels and committees as appropriate.


	4
	Faculty initiatives/developments

(i) Contribute to department communication plans for staff supporting students, to ensure colleagues are aware of Faculty, University and SU services and initiatives to support students and enhance the student experience.
(ii) Work with academic leaders within the departments to assess student voice outcomes relating to pastoral support (e.g. Be Well survey/course-level survey/SSLCs/NSS/PTES) and contribute to action plans to improve support.
(iii) Work with student support focussed staff across the faculty, university and SU to develop and maintain common standards for student support across the University based on best practice.
(iv) Provide intelligence/data to Student Support & Safeguarding, and other central services, about course development and pastoral support within the faculties, in order that central service interventions are increasingly relevant and informed by student academic life.
(v) Develop an understanding of the department/Faculty’s vision of the student learning experience and contribute to the development of longer-term strategies. 
(vi) Build networks across other institutions and keep up to date with developments in the sector, including relevant charters and frameworks. 
(vii) Represent the department/Faculty at appropriate University committees (e.g., Student Experience-related working groups/task & finish groups).

	
The post holder will, from time to time, be required to undertake other duties of a similar nature as may reasonably be required by his/her line manager.  
Flexibility will be essential as there may be occasions when the post holder’s role and skill set may be required elsewhere within the Faculty.
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Person Specification

	Qualifications
	Essential
	Desirable
	Assessed by: Application Form/Interview/References

	Degree or equivalent
	x
	
	AF

	Qualification in pastoral/wellbeing or neurodiversity support
	
	x
	AF



	Experience and Knowledge
	Essential
	Desirable
	Assessed by: Application Form/Interview/References

	Prior experience in higher education, ideally at the Department or Faculty level.  Candidates who have not previously worked in higher education will be expected to demonstrate an understanding of the character and mission of a HEI Faculty or academic department
	
	x
	AF

	Experience of offering information, advice and guidance to individuals
	x
	
	AF/Int.

	Experience and sensitivity of working with people from a wide range of cultures and backgrounds
	x
	
	AF/Int.

	Proven ability to work on own initiative, largely unsupervised and as part of a small team
	x
	
	AF/Int.

	Experienced user of Microsoft Office packages, including databases
	x
	
	AF/Int.

	Knowledge of how to minimise the impact of disability, long term health conditions or specific learning difficulties within an academic or work setting
	
	x
	AF/Int.



	Skills and Attributes
	Essential
	Desirable
	Assessed by: Application Form/Interview/References

	Demonstrated commitment to equality, diversity, dignity and respect of all students and staff
	x
	
	AF/Int./R

	Evidence of ability to engage or motivate others
	x
	
	Int./R

	Excellent organisational skills
	
x
	
	AF/Int./R

	Excellent verbal, presentation and written communication skills
	x
	
	AF/Int./R

	Ability to interact effectively with people at all levels
	x
	
	Int./R

	An enthusiastic, creative approach with a willingness to work flexibly and develop related skills and knowledge to enhance the effectiveness and efficiency of service delivery
	x
	
	AF/Int./R

	Ability to manage complex human situations and manage emotional distress in a calm compassionate manner
	x
	
	Int./R

	An awareness of the expectations of students and staff and an understanding of the need to manage these
	x
	
	Int./R

	Adaptable and flexible with a positive and pro-active approach
	x
	
	Int./R

	Enjoy working in a fast paced, intellectually stimulating environment
	x
	
	Int./R

	Ability to set appropriate boundaries
	x
	
	AF/Int./R
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