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Halls of Residence Supervisor
Team:


Accommodation Services
Responsible to:
International Student Services Manager
Role Summary

· The welfare, supervision and security of residential students in the over 18 year old Residence.  To carry out the administrative duties as required relating to residents and the building.
Key Responsibilities

· The welfare and supervision of all students within the Halls of Residence, as specified by the British Council and ANUK Code of Standards.
· The maintenance of relevant security and Health and Safety procedures, e.g. ensuring that signing in/out procedures and rules regarding visitors are adhered to.
· Reception duties, including assistance to residents, dealing with residents’ post, the provision and display of information and the maintenance of the reception area.
· Liaising with duty security personnel.
· To keep accurate logs of events and have detailed handovers at the start and finish of each shift.
· To ensure any outstanding issues/duties are handed over to the appropriate supervisors during handover.
· Following procedures as laid down in the Halls manual, including fire safety procedures.
· Daily monitoring of Health & Safety equipment and fire exits.  To oversee the water management in the Halls.
· Maintaining standards of student behaviour and procedure as established in Halls Guidelines and Regulations. 
· To carry out inspections where necessary. 
· Carry out sound monitor checks.
· Assisting in the Risk Assessment process in Halls.
· The maintenance of student records and information.
· The monitoring of sick students and alternative feeding arrangements as advised by the University staff.
· To attend any training appropriate to the post to carry out duties effectively.
· The discipline and enforcement of specific regulations for students within the Halls, including checks on noise level. To liaise with the University staff regarding any issues.
· To be responsible for any ordering of goods for the Halls and invoicing the University if appropriate.
· To help cover shifts in case of sickness or holiday.
Role Context

All staff at Chichester College are expected to:

· Work within the context of the Corporation’s core values, code of conduct, quality requirements and continuous improvement ethos.
· Undertake their duties in accordance with College policy and procedures, particularly with respect to Human Resources policies and procedures, equality, diversity and inclusion policies and procedures and the Corporation’s Health and Safety at Work policies and procedures.
· Keep abreast of developments in their own area of expertise and undertake staff development opportunities where identified and approved, subject to funding.
· Abide by the Corporation’s policy on the confidentiality of data stored electronically and by other means in line with the Data Protection Act.
Evening and weekend work may be required.

You may be required to undertake such duties as may be reasonably required of you commensurate with this grade.

Work outside the College must not interfere with the effective delivery of your duties.  Additional work requires approval by the Principal.

Other supporting information can be found on the College website.

This job description is current at the date shown below.  It is liable to variation by management in consultation with you to reflect or anticipate changes in, or to, the job.

Chichester College:


Chichester Campus, Westgate Fields, Chichester, West Sussex, PO19 1SB


Brinsbury Campus, North Heath, Pulborough, West Sussex, RH20 1DL

	Criteria
	Essential/

Desirable
	How Assessed

	

	Qualifications

	GCSE English and Maths Grade C or equivalent
	Desirable 
	Application Form/ Interview

	First Aid Certificate
	Desirable 
	

	

	Experience

	Working in a welfare related role
	Essential
	Application Form/ Interview

	Working with young people 
	Essential
	

	Working in a residential environment
	Desirable
	

	

	Knowledge

	Working knowledge of Microsoft Office applications, including Word and Outlook
	Essential
	Application Form/ Interview

	An understanding of safeguarding vulnerable groups
	Essential
	

	Knowledge of National Minimum Care Standards/ANUK Code/British Council for residential students 
	Desirable
	

	Health & Safety legislation
	Desirable
	

	

	Skills and Competencies

	Ability to communicate effectively with a diverse range of people at all ages and levels, with interpersonal skills
	Essential
	Application Form/ Interview

	Proven customer service skills
	Essential
	

	Proven record of application of sound judgement
	Essential
	

	

	Attributes

	Responsible and professional approach
	Essential
	Interview

	High level of integrity
	Essential
	

	Compassionate and patient
	Essential
	

	

	Other Requirements

	Satisfactorily meeting the College’s employment checks – a Disclosure and Barring Service Check (including any relevant overseas checks), health assessment, references, qualifications and legal entitlement to work in the UK
	Essential
	DBS Check




Any appointment is subject to the Corporation’s terms and conditions of service.
	Working hours per week:
	Up to 35.5 hours


	Working weeks per year:
	52

	
	

	Salary range:  
	Pro rata of £16,793 - £17,822 per annum



	Salary progression: 
	Salary progression is achieved through annual increments, in accordance with the College’s Performance Management Scheme.

	
	

	Holiday entitlement:
	The annual leave year runs from 1 January to 31 December.

Pro rata of 37 days per annum. In addition, the days between Christmas and New Year are not deducted from your leave entitlement.  

	
	

	Holiday restrictions:
	Leave cannot be taken on certain days designated by the College, e.g. development and administration days.  Leave is to be agreed in advance with the line manager.  Academic staff or staff supporting teaching and learning cannot take leave during term time.

	
	

	Pension scheme:
	Permanent and fixed term staff (regardless of how many hours they are contracted to) are automatically opted into the Local Government Pension Scheme unless they elect to opt out of the pension.  The College contributes to this scheme and the employee contribution is determined by the level of actual pensionable pay and the guidelines given by the LGPS. Alternatively the employee may opt out within the first 3 months of employment. 

	
	

	Location:
	Stockbridge Halls of Residence
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