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JOB DESCRIPTION

Job Title:



Welfare Advisor 
Directorate:



Teaching & Learning 
Centre:



Student Services
Reporting to:


Head of Student Services
Date JD produced/revised:
October 2017
Post Reference No:

SMT 84


The primary purpose of this job role is:
To be pro-actively involved in assisting with student achievement by providing information, advice and support to students on welfare issues and by brokering access to a range of specialist services, in order to reduce barriers to learning and to enable students to successfully complete their programmes and to provide an advisory service for staff in dealing with student welfare issues.
The primary duties, tasks and responsibilities of this job role are to:
1. Act as a first point of contact providing a confidential information and advice service for all students on welfare related concerns including bullying/harassment, child protection disclosures, family/relationship difficulties, housing/homelessness and financial/benefit enquiries.
2. Provide an advisory service for staff in dealing with student problems.
3. Establish, maintain and develop effective relationships which engage students, especially those identified as being at risk of leaving their course or failing to achieve, so that assistance and support can be offered within a professional relationship on an ongoing basis if appropriate.
4. Assess a student’s situation, research information on their behalf, interpret and explain legislation, official documents or the content of correspondence from outside agencies and problem solve with students.
5. Help students in accessing appropriate support and welfare entitlements by promoting self-advocacy, acting as an advocate, mediating or acting as an intermediary where necessary with individuals including college staff and with external agencies
6. Ensure effective sign-posting of services and referrals by developing good working relationships with other individuals including parents/carers, college staff and professionals from external specialist voluntary, statutory and community agencies.  External agencies/contacts may include:  Citizens Advice Bureau, Youth Support Services, Department for Work and Pensions, Housing Teams, Health Services, Jobcentre Plus and Social Services.

7. Ensure that data protection and client confidentiality requirements are met, including the confidential storage of client records, obtaining client permission before sharing information, assessing risk and where appropriate breaking confidentiality in order to ensure the health and safety of individuals. 
8. Provide information on accommodation for students and their families. 

9. Raise awareness of health, safety and welfare issues. 
Job Activities
1. To offer welfare information, advice and guidance in line with national guidelines and code of practice.
2. To offer welfare and accommodation appointments to clients and a facility for welfare crisis enquiries. 

3. To offer a drop-in welfare and accommodation enquiry service and to answer welfare and accommodation related enquiries over the telephone or via email.

4. To offer support, advice and guidance to staff in dealing with student welfare problems.
5. To manage a case load of clients, prioritising cases where necessary, and to provide appropriate advice, guidance, information, advocacy support and mentoring, in order to help address issues or difficulties, thereby reducing barriers to learning.

6. To undertake administrative duties as required including confidential record keeping/storage and producing reports and statistics.
7. To use paper based resources and online systems as necessary to record and retrieve information.
8. To continually review and evaluate the welfare and accommodation service and actively engage students in the development and evaluation of the work undertaken.
9. To attend regular personal supervision.

10. To act as a central point of contact and referral for External Agencies, Housing Association partnerships and welfare issues surrounding learners who are accommodated in supportive housing.

11. To promote the Welfare Service and other student support services available for students and staff.

12. To work as an integral member of the Student Services team supporting other staff as necessary with the efficient running of the Student Services Centre and ongoing development of the services on offer.
13. To continually update and be aware of other Student Services roles to enable provision of a fully integrated service.
14. To maintain and develop own knowledge, skills and experience through formal training, staff development activities and networking including with referral agencies.

15. To offer targeted support to students from specific communities and groups who require additional help in order to overcome barriers to achieving their goals in learning.
16. To take all necessary steps to ensure the welfare of young people and vulnerable adults.  To comply with child protection and safeguarding of vulnerable adult legislation and policies.

17. To ensure the service is compliant with equal opportunity, data protection and client confidentiality legislation and practice.

18. To raise awareness of welfare topics by maintaining welfare notice boards and leaflet racks and by producing information displays and awareness-raising campaigns. 

19. To provide support to the tutorial programme on welfare related issues.
20. To actively advance equality of opportunity and foster good relations within the College community

21. To adhere to College equal opportunities policies, procedures and practices. 

22. To undertake such other duties as may be reasonably required commensurate with the grade of the post, at the initial place of work or any other college site.

The resource management responsibilities of this role are;

Financial: Nil
People Management: Nil
Other: Nil
Special conditions or working arrangements applicable to this role are;

This post is defined as regulated activity. The post holder is required to hold an enhanced DBS disclosure check deemed acceptable to the College and to be re-checked every 4 years.

The College is committed to safeguarding and promoting the welfare of children and vulnerable adults and expects all employees and volunteers to share this commitment.

Please note that this job description is current as at the date shown above.  In consultation with you, it is liable to change to reflect changes in the job. 

	Terms and Conditions


	Details

	Salary Scale


	APT&C 

	Salary: (to be pro rated if part-time)


	£25,838 - £27,541 p.a. 


	Superannuation Scheme:
	Local Government Pension Scheme


	Number of hours to be worked per week


	Full time, 37 hours per week

	Full year or term time only contract


	Full year

	Contract type


	Permanent

	Annual Leave Entitlement 


	25 days per year


EMPLOYEE PROFILE

JOB TITLE: Welfare Adviser




	ATTRIBUTES
	ESSENTIAL 

Attributes candidates must have on entering the role


	ADDITIONAL
Key attributes already held or to be developed to perform the role
	ASSESSMENT METHOD

e.g. application form, interview, tests



	Qualifications

	· A recognised professional qualification equivalent to at least NVQ Level 4 in social work, youth work, community work, advice and guidance, youth offending or teaching. 
· General education to Level 3.
	· Child Protection/SoVA
· An accredited Welfare Advise membership with the National Welfare Advisers Association. 


	· Application Form

· Certificates

	Related 

Experience

	· Recent experience working in a social care, community, youth work, advice and guidance or education role with young people.

	· Experience of working in a post 16 educational environment.

· Experience of working with students of different ages and ability levels.
	· Interview

· Application Form

· References

	Special  

Circumstances

	· Occasional evening and weekend work e.g. open days. 
	· Ability to travel.
	· Interview



	Knowledge, skills and abilities

	· Understanding of roles, boundaries and responsibilities when working with clients.
· Up to date knowledge of local and national statutory, voluntary and community health and welfare services and agencies.

· Up to date knowledge of welfare benefits.

· Up to date knowledge of social housing provision and entitlement.

· Ability to establish, sustain and disengage from relationships with clients.
· Good working knowledge of confidentiality, child protection, SoVA, data protection and 
      anti-discriminatory

      /oppressive practice.

· Ability to work independently or as part of a team.  
· Ability to work effectively on own initiative without close supervision and manage own workload.
· Ability to communicate effectively with a wide range of people. 
· Ability to manage difficult and complex situations and cases.
· Good planning, organisational and admin skills.
· Ability to assess and manage risk.
· Ability to promote service.
· Ability to evaluate effectiveness of service and to review and reflect on own practice.
· Effective problem solving and research skills.
· Ability to build trust, motivate and enthuse others.
· Ability to advocate with and on behalf of students and to promote self-advocacy.
	· Awareness of diversity issues.
· Ability to use personal Supervision effectively.
· Working knowledge of Word, Outlook and Internet Explorer.
· Knowledge and understanding of education and training systems and process.

	· Application Form (where possible)
· Interview

· References



	Disposition and approach

	· Friendly and calm.
· Tact and patience.
· Pro-active approach.
· Empathetic, non-judgemental and ethical approach.
· Flexible.
· Trustworthy.
· Desire to update knowledge and skills.
· Confidence when working with young people.
· Assertive.
· Objective, open minded approach.
· Consistent, reliable self-motivated approach.
· To promote and safeguard the welfare of children and vulnerable Adults. 
· Commitment to equality & diversity 

	
	· References

· Interview


