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DERBY college




	Intervention Support Officer 

Reporting to Student Support Co-ordinator
Base – Across Sites

	Hours                                37 hours per week, 39 weeks per year
Contract Type                  Support

Salary                                APT&C Point 18 £17,878 (per annum pro rata)

	Job Purpose

To support the needs and welfare of vulnerable students with a variety of pastoral issues, in order to help them overcome barriers to progression and achievement, by instigating positive interventions and liaising with external agencies on their behalf.   



	Key Responsibilities

· To support the needs and welfare of vulnerable at risk students and liaise with external support agencies

· To be a champion for at risk students in the college and provide support for these students in overcoming barriers to progression and achievement by contributing to the Integrated Support Plan and risk-assessments where appropriate

· To identify and monitor ‘at risk’ indicators for individual students and instigate positive interventions that meets the needs of students and actively engages them

· To support students with a range of pastoral issues 
· To train and carry out the responsibilities of a safeguarding officer

· To support students with mental health issues and to champion the well-being of all students.   
· To make appropriate referrals to support agencies on behalf of students and to attend multi-agency meetings when required

· To ensure all students and staff are aware of the intervention support that is available for students 

· To liaise with the wider college curriculum and support teams to ensure appropriate support is identified and provided to students

· To support Teachers / Tutors and Personal Coaches in dealing with student issues by high quality information sharing

· To support Teachers / Tutors and Personal Coaches of those groups with identified retention problems relating to learning and behavioural, emotional and social difficulties of the students  

· To encourage parental / carer / other agency involvement to ensure that a high level of information sharing and collaboration where possible. 

· To record interventions and impact of support in an accurate and timely fashion and ensure that these records are available for audit purposes at all time

· To assist in the organisation of any events related to the support for students i.e. consultation evenings and recruitment events 

· To ensure that quality standards are agreed, monitored and reviewed within the section and line manager

· To demonstrate flexibility in responding to changing demands in personal, sectional or the College’s workload.

· To take responsibility for ones own professional development and continually update as necessary.

· To comply with Equal Opportunities policies and to assist in the development of Equal Opportunities.

· To comply with all Health & Safety, Child Protection & Safeguarding, Risk Management policy and legislation in the performance of the duties of the post.  

· To take reasonable care of your own health, safety and welfare and that of any other person who may be affected by your actions or omissions whilst at work.  You are also required to co-operate with the College to enable it to fulfil its legal obligations.  Appropriate information, instruction, training and supervision will be provided to enable you to perform your duties in a manner that is deemed safe and without risk to health.

· To comply with all aspects of the Data Protection Act.

· To adhere to the College’s Computer Network Acceptable Use Policy.

· To undertake risk assessments for any new activity and to ensure risk assessment checks are carried out for any ongoing activity.

· To carry out any other reasonable duties within the overall function, commensurate with the grading and level of responsibility of the job.

	Competencies
Essentials
· Effective interpersonal skills

· Information Technology, keyboard skills

· Good communication skills at all levels

· Excellent telephone manner

· Organisational skills

· Ability to work collaboratively with colleagues across the College

· Effectively manage records

· Customer Service

· Numeracy Skills

· Ability to work on own initiative and as part of a team

· Work to deadlines
· Experience of work within a customer orientated/sales environment 

· Working with students in a FE Environment
· Friendly, calm, accommodating manner

· Ability to use initiative and be flexible

· Organised

· Reliable

· Adaptable and flexible

· Ability to meet deadlines

· Maintain confidentiality

· Accurate

· Trustworthy

· Honest

· Confident
Desirables

· Experience of inputting on and maintaining Student Databases
· Empathy with a range of students from a wide range of social, cultural and ethnic backgrounds


	Knowledge

Essentials

· Awareness of the College as a business and its Corporate image

· Awareness of the importance of good customer service to the success of the business

· Awareness of Further Education within the Education Structure

Desirables

· Knowledge of the variety of courses offered in College

· Awareness of Government initiatives and potential impact on students

· Awareness of Mental Health issues and support services available to young people.



	Qualifications

Essentials

· NVQ Level 3 in Advice and Guidance (or willing to work towards)

· NVQ Level 2 Qualification in Customer Service or Administration (or equivalent)

· Level 2 Qualifications including Maths and English

· Further evidence of professional development.

· Level 2 IT Qualification
Desirables

· Counselling qualification

· NVQ Level 3 Qualification in Customer Service or Administration (or equivalent)
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