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JOB DESCRIPTION

STUDENT LIAISON & SECURITY OFFICER

SALARY:
 
Scale 3 (£17,100 – £18,125 per annum, pro rata) 
This position is part-time; 18.5 hours per week.
LOCATION:

City of Stoke on Trent Sixth Form College

REPORTS TO:

Student Services Coordinator 

This job description is not a comprehensive definition of the post.  Discussions will take place on a regular basis to clarify individual responsibilities within the general framework and character of the post as defined below.
POST OBJECTIVE
The main focus of the role is on security, safeguarding and ensuring a safe, supportive and welcoming environment. The post holder will be part of the Student Services team and will take a lead in managing behaviour of students around the College and within the Learning Resources Centres as well as representing the college as required.  The post holder will develop effective relationships with external agencies and parents to support the needs and progression of students. 
GENERAL DUTIES AND RESPONSIBILITIES

· To participate in College processes as required.

· To comply with the Colleges policies and codes of practice in relation to Health and Safety, Equality and Diversity and Quality Assurance.

· To work flexibly in the interests of the College as required.

· To participate in the College Performance Management Scheme and undertake staff development activities as appropriate.

· To be responsible for promoting and safeguarding the welfare of children, young people and vulnerable adults you are responsible for, or come into contact with, and outside of this, to exercise vigilance at all times.

· To be a nominated first aider and undertake relevant training as necessary.

POST SPECIFIC DUTIES AND RESPONSIBILITIES 
· To monitor access to the building and provide a safe and secure environment for staff, students, visitors and contractors.

· To maintain security and safety by patrolling the interior and exterior of the College buildings.
· To monitor and challenge absences from both College and individual lessons, liaising with external agencies where appropriate and meeting with Parents to plan interventions and assess the impact.

· To implement early warning sanctions in line with College policies and where required, to take a lead in appropriate reintegration meetings following short term suspensions.
· To liaise with curriculum and support staff to identify interventions in supporting achievement and progression. 

· To work with Student Services by making timely and appropriate referrals, ensuring learners are encouraged to access College support services as appropriate.

· To work effectively with internal and external agencies, being both proactive and reactive in ensuring a safe learning environment. 
· To provide cover for and support to the reception area within the college.  
· To undertake such other reasonable duties commensurate with seniority and grade.
PERSON SPECIFICATION

	CRITERIA
	ESSENTIAL
	DESIRABLE
	ASSESSED BY

(Application, Interview, Task)

	Qualifications

	Qualified to a minimum of Level 2
	(
	
	Application 

	Safeguarding 
	
	(
	Application (evidenced by Certificate)

	Enhanced DBS clearance (CRB)
	(
	
	Application 

	Awareness of Emergency First Aid or a willingness to train as required.
	(
	
	Application / Certificate

	Professional development, skills, experience and knowledge

	Experience of report writing detailing interventions and impact of actions
	
	(
	Application/

Interview

	Excellent communication skills
	(
	
	Interview

	Ability to carry out routine maintenance
	(
	
	Interview 

	Experience of supporting young people and adults, including those with challenging behaviour, resulting in positive changes in behaviour.
	(
	
	Application / Interview 

	Awareness of Health & Safety requirements or willingness to train as required. 
	(
	
	Application / Interview

	Personal skills and attitudes

	Excellent time management 
	(
	
	Application / Interview 

	Ability to work on own initiative with minimum supervision
	(
	
	Application / Interview 

	A flexible approach to meet the changing needs and demands of the College
	(
	
	Application / Interview

	Full clean driving licence
	
	(
	Application 

	Demonstrable experience of establishing and maintaining positive and successful working relationships with young people and adults in a variety of situations. 
	(
	
	Interview / Task

	Ability to motivate and encourage a diverse range of learners, including ability and background.
	
	(
	Application/

Interview

	Work as an effective member of a team
	(
	
	Interview

	Smart appearance 
	(
	
	Application 

	Demonstrable experience of confidentiality and the importance of maintaining this, being aware when information must be shared and with whom. 
	(
	
	Application / Interview

	Commitment to promoting equality of opportunity and to combating discrimination.
	(
	
	Application / Interview


The College is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. All employees are subject to an enhanced DBS (CRB) Disclosure prior to taking up an appointment with the College.


Security and Safety

· To escort personnel visiting the site such as contractors and representatives of utility companies and monitor any work being carried out;

· To ensure clear and safe pedestrian access to the College particularly in adverse weather conditions (e.g. snow clearing and gritting);

· To maintain a vigilance for health and safety concerns in and around the building and respond to security related incidents;

· To be aware of fire evacuation procedures and assist in the case of an alarm;

· To request sight of, log and check student ID cards on the College campus, as required, and report any problems to relevant members of staff;

· To challenge any unacceptable behaviour, such as vandalism, graffiti and litter, by students or unauthorised visitors;

· To ensure, as far as possible, that no unauthorised persons enter the College and to respond to requests for assistance with potential intruders. Particularly difficult and potentially dangerous exchanges should be reported immediately by radio or telephone links for assistance;

· To monitor the safety of staff, students and visitors working in the evening and out of hours;

· To work within general health and safety guidelines.

General
· To provide Reception cover as required;

· To have a flexible approach and adopt a positive and supportive team attitude;

· To be aware of, and comply with, policies and procedures relating to child protection, health and safety, security, confidentiality and data protection, reporting all concerns to an appropriate person;

· To be aware of, support and ensure equal opportunities for all staff, students and visitors;

· To appreciate and support the role of other professionals;

· To attend and participate in relevant meetings as required;

· To participate in performance management, specific training and other staff development as required;

· To be on-call first aider when on duty;

· To undertake such other reasonable duties commensurate with seniority and grade;

The nature of the post requires the willingness to work to a flexible roster, according to the necessities created by evening classes, security duties, and internal and external evening and weekend events. 

All Facilities staff will be expected to observe safe working practices in carrying out the required duties and ensure that instructions specified by technical consultants, contractors and manufacturers are adhered to.
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