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	Post Title
	Student Support Officer (Student Services)

	Purpose
	To support the work of the Safeguarding Officer and the wider Safeguarding Team with
students who are vulnerable or have emerging wellbeing or welfare needs. Supporting the
Safeguarding team with signposting, referral and interventions. To provide a general
administrative and well-being service for students. 

	Responsible to
	The Principal through the Safeguarding Officer and Deputy Principal.

	Liaising with
	Relevant staff with cross college responsibilities, E.g. Senior Management Team, Head of Hall Team, College Management Team, teaching staff, counsellors, personal tutors and support staff.

	Remuneration
	SFCA Support Staff pay spine points 10-12

	Context

	Loreto College is looking to recruit a Student Support Officer to provide diligent one-to-one support to students who are vulnerable or have emerging wellbeing or welfare needs. This includes providing study support appointments to assist some students with organisation and time management skills supporting them to achieve.


Main Duties and Responsibilities
	General Responsibilities

	· Working with students in need of wellbeing support who have been signposted to Student Services. 
· Link closely with the safeguarding team to ensure that students identified as requiring additional support are referred on accordingly. 
· To work supportively with students to help promote student wellbeing, on both an appointment and drop-in basis.
· To support the work of the safeguarding team by conducting appropriate assessments and referrals with students including Early Help assessments and referrals to Housing or Mental Health teams. Support students with applications for Universal Credit. Referral to food banks including issuing of food bank vouchers. Contact with families and other agencies as required, gaining consent from the family to engage with services who may be best placed to support them. 
· To support vulnerable students including those who are Looked After, Living Independently and Young carers. Including working with the Finance Team to identify students eligible for bursary and free college meals. 
· Following the College safeguarding systems and procedures responding to safeguarding concerns that may be raised or disclosed and escalating through the Safeguarding Team. 
· Support the work of the safeguarding team in the arranging and booking of meetings and visitors. Supporting students where appropriate with visits from external agencies. 
· Work with the wider Student Services team providing advice and guidance to students or signposting to relevant others. 
· Maintaining a good understanding of safeguarding themes, attend training and Level 3 safeguarding training. 

	Staffing

	
Staff Development
· To take part in staff development as appropriate.
· To take part in the College’s Professional Development Review process.
· To contribute towards the staff development of other staff as appropriate.
· To contribute towards the induction of new staff as appropriate.

Deployment of Staff
· To work as part of a team and to ensure effective working relations.
· To ensure that appropriate arrangements for cover are made when absent


	Quality Assurance

	
· To follow college policies in all appropriate areas.
· To contribute to the process of the setting of targets within the department and to work towards their achievement.
· To assist with the implementation of College quality procedures, especially through contribution to the self-assessment process 


	Communications

	
· To explore links with local organisations who could contribute to our charitable works.
· To attend meetings, where appropriate, in accordance with the college schedule.


	Marketing and Liaison

	
· To ensure familiarity with the department’s aims and objectives
· To liaise with relevant external bodies as appropriate 


	Management of Resources

	
· To contribute to the maintenance of an attractive working environment in the college office 


	Other

	
· To support the aims and objectives of the College.
· To attend meetings as appropriate.
· To undertake any other duties the Principal or his designated alternate may reasonably direct from time to time within the context of the Loreto College contract.
· To take all reasonable steps to ensure the security of any personal data relating to college employees or students, (either future, current or past) to which you have access, in line with the requirements of the college’s Data Protection Policy and the General data Protection Regulation (GDPR).
· This Job Description is subject to periodic review and amendment.
· The College is committed to safeguarding and promoting the welfare of young people and vulnerable adults and expects all staff and volunteers to share this commitment.


Person Specification
This person specification will be used in shortlisting and interviewing to select the best candidate. Each applicant should therefore address the person specification in their written application and where appropriate, give examples of how the criteria have been met.
	
	Essential
	Desirable
	Method of assessment

	Experience

	Experience in an administrative role
	
	
	Application, interview

	Administrative experience in an educational environment
	
	
	Application, interview

	Skills and knowledge

	Proficiency in working with standard office applications such as MS Word, Excel and Outlook
	
	
	Application, interview

	Excellent organisational and administrative skills
	
	
	Application, interview

	The ability to operate a computerised administrative system / database
	
	
	Application,
Interview

	Recent frequent experience of using unit-e and competent at extracting data and running reports as necessary
	
	
	Application, Interview

	Ability to prioritise and multitask
	
	
	Application, Interview

	Ability to manage own workload
	
	
	Interview

	Ability to meet deadlines
	
	
	Application, Interview

	Experience of providing wellbeing support for students
	
	
	Interview

	The ability to recognise and appreciate the confidential nature of some work undertaken
	
	
	Interview

	Excellent attention to detail	
	
	
	Application, Interview

	Carries out routine liaison to pass on information promptly and accurately to all those who need to know.
	
	
	Interview

	Ability to empathise with 16-19 year olds within a college situation
	
	
	Interview

	A clear understanding of developments in post-16 education
	
	
	Interview

	High level of literacy/communication skills
	
	
	Application, Interview

	Evidence of commitment to Continuous Professional Development 
	
	
	Application, Interview

	Qualifications

	Educated to degree level or equivalent, or substantial relevant experience that demonstrates a high order of literacy, numeracy and analytical skills.
	
	
	Application, Interview

	A relevant administrative qualification or evidence of formal training.
	
	
	Application, Interview

	Attitude and impact

	Positive and Enthusiastic
	
	
	Interview

	Flexibility and a readiness to undertake a wide range of tasks
	
	
	Interview

	Smart in appearance and manner
	
	
	Interview

	Committed to Equality and Diversity
	
	
	Interview

	In sympathy with the Catholic ethos of the College, including a commitment to co-operation and helpfulness and a concern for the well-being of others
	
	
	Interview

	Personal

	Practicing Catholic (for Theology/RE posts only)*
	
	
	Application, interview

	Enhance DBS clearance #
	
	
	Pre-employment check

	Two satisfactory references #
	
	
	Pre-employment check

	Full and relevant career and education history
	
	
	Application

	Ability to meet the requirements of the Immigration, Asylum and Nationality Act 2006 (to be legally employed to work in the UK)
	
	
	Application, pre-employment check

	The College is committed to safeguarding and promoting the welfare of young people and vulnerable adults and expects all staff and volunteers to share this commitment.
* In order to comply with the religious ethos of the College, this is a Genuine Occupational Requirement under the Equality Act 2010.
# To follow an initial offer of employment
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