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JOB DESCRIPTION
Student Welfare Advisor
























	1. ROLE SPECIFICS

	Job Title:
	Student Welfare Advisor

	Grade:
	OHPS4

	Reports to:
	Safeguarding and Welfare Manager

	Location:
	Birmingham - Hybrid

	Department:
	Safeguarding, Student Life and Wellbeing

	Vetting Requirement:
	Basic disclosure checks 



	2. About the role

	What you’ll be doing
	To provide advice, guidance and information on personal, predominantly welfare related issues to students at each stage of the learner pathway.  To provide advice, guidance and information to Faculty and Business Support teams on supporting students to overcome personal barriers to learning. Working closely with partner Universities to provide a structured system of support adhering to the University and QAHE policies.

	Key Responsibilities
	· Responsible for the delivery of provision of student welfare services, including one-to-one appointments, workshops and events, accommodation advice and support, funding/financial advice and student health advice (all advice to be within specified policies). 
· To be a member of the safeguarding team, assessing risks and delivering training to staff, and making Safeguarding referrals where appropriate
· Ensure the provision of professional services (externally where necessary) to ensure students have access to appropriate support. This may include counselling, learning and disability support for example, ensure students are effectively signposted to external agencies when appropriate.
· Providing an emergency service for students in immediate distress. 
· Delivery of Welfare related induction information including regular workshops.
· Assist and develop policies and procedures to ensure that the service follows legal and good practice guidance in all aspects of welfare support and advice, and ensure current policies are kept up-to-date.
· Contribute to ensuring the Safeguarding, Student Life and Wellbeing department is well publicised to staff and students and that good levels of awareness are achieved. 
· Developing good working relationship with the key liaison staff at the University, understanding University policies and ensuring they are appropriately adopted in the branch campus.
· Developing a directory of external support agencies.

	KPIs & SLAs
	· Responding to stakeholder enquires within 24 hours
· Ensuring advice is accurate and liaising with wider teams to maintain up to date knowledge of university policies
· Administration tasks are kept up to date and follow the necessary format
· Strong level of communication within the team and collaboration on project work
· Contribute to the update of policies and procedures within the team in order to improve the departments’ level of Customer Service.

	Key Working Relationships
	Mental Health Practitioners, Learning Support Team, Student Advice Team, Registry, Programme administration, Finance, Compliance, Regional Prevent Co-ordinators and University Police Liaison Officers



	3. About You

	Your Competencies

	· Excellent communication and networking skills that establish trust and credibility with students and staff at all levels
· Well organised and methodical
· Efficiency
· High attention to detail
· Exceptional problem-solving skills with the ability to work on own initiative 

	Your Experience
	· Proven ability to be a credible source of guidance and support to academic and professional services colleagues on student issues that may evoke significant concern /involve risk and duty of care e.g. mental health crises, 	urgent incidents, fitness to study, sexual violence, domestic violence, forced marriage, safeguarding (E)
· You will have a proven track record of developing and/or implementing inclusive policy and practice in an organisational context. (D)	
· Experience in working in Higher Education (D)
· Experience of developing and embedding good practice into service delivery (E) 

	Your Knowledge
	· Knowledge of Child Protection, Adult at Risk and Prevent legislation. (E)
· Knowledge of State Benefits (E)
· Knowledge of housing legislation (E)
· Up to date knowledge and experience of inclusion, disability and diversity legislation and frameworks (D)


	Your Qualifications
	· Any relevant undergraduate degree (D)
· Relevant work experience (E)

	What you’ll bring to QAHE
	· Be able to work on own initiative or part of a team
· Ability to remain calm under pressure
· Ability to be flexible in working hours
· Ability to prioritise 



	4. WORKING AT QA HIGHER EDUCATION

	QAHE is a private UK higher education provider working in partnership with UK universities to recruit to and deliver a range of programmes from foundation level to undergraduate and postgraduate degrees. We currently teach over 17,000 students from all over the world. 
We work with our partner universities cover course subject areas including Accountancy, Business, Computing, Cyber, Digital Marketing, Events Management, Project Management and Web Development all delivered in city centre locations.
We believe everyone should be given access to outstanding higher education and our aim is to make that possible.
QAHE is committed to safeguarding and promoting the welfare of children, young people and adults with care and support needs. We hold the expectation that all staff share this commitment in creating a safe and inclusive environment and as an organisation, we comply with relevant legislation and best practices in safeguarding.
Learning is not just a service we provide, it’s a way of life at QA, and we try to ensure that everyone has the opportunity to take advantage of our huge and varied range of learning and development options, so everyone is eligible for 3 Training Days every year, to focus on subjects they’re interested in.
We also know that many people like to “give back” and so we offer 2 paid Charity Days each year to support your chosen charity in whatever way you choose.  And if you get involved in charity fundraising, QA will also double any sponsorship money raised, up to £250.  This is over and above the charitable activities that we encourage through our annual QA fundraising drives – you can get involved with this as much or as little as you like.  We see it as a great way to foster team building too.
We all need to take time out to recharge our batteries from time to time and enjoy some down time, so we provide a generous 27 days’ holiday per annum – with the option to buy more if you wish.
It’s important, too, to plan for the future and ensure we are able to maintain the lifestyle we have worked so hard to achieve, once we retire from the hurly burly and slow down to enjoy our later years, so we offer a defined contribution pension plan and will match your contributions up to a maximum of 4% of your basic salary.
Then there are two of our core benefit offerings, not the most exciting, but we consider it important to ensure everyone has the peace of mind provided by Life Assurance (4x your basic salary) and Permanent Health Insurance (after a qualifying period) in the event that ill health, or worse, disrupts our plans.
And finally, a few fringe benefits to assist with travel and lifestyle choices:
· Season ticket loan
· Corporate gym membership
· Cycle to work scheme
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