




JOB DESCRIPTION
Student Conducts and Resolutions Officer























	1. ROLE SPECIFICS

	Job Title:
	Student Conducts and Resolutions Officer

	Grade:
	OHPS4

	Reports to:
	Head of Safeguarding and Student Wellbeing

	Location:
	London multiple campuses - Be at the heart of our vibrant campus community in this primarily on-site role. You’ll enjoy the buzz of daily interaction with colleagues and students, while also having the option to work from home during quieter times of the year. To support our weekend-only students, occasional Saturday cover will be part of the role, with time off arranged in partnership with your line manager. From time to time, you’ll also visit our Manchester and Birmingham campuses, an exciting chance to collaborate with teams and students across our wider network.

	Department:
	Safeguarding, Student Life and Wellbeing

	Vetting Requirement:
	Basic disclosure



	2. About the role

	What you’ll be doing
	This new role will oversee non-academic incidents on campus in partnership with the Estates and Facilities team. The Respect for All Officer will investigate cases, coordinate disciplinary hearings, and deliver student inductions on the Respect for All Policy.
The postholder will mediate student complaints where informal resolution is appropriate and work closely with the University Police Liaison Officers and Operations team to support student and staff safety. They will also collaborate with the Head of Safeguarding, Welfare Team, and Mental Health Practitioners to ensure robust processes and appropriate student support throughout investigations.

	Key Responsibilities
	· Serving as the primary point of contact for students and staff who have concerns related to Non-Academic incidents.
· Investigating and responding to reported incidents promptly and appropriately.
· Ensuring that QAHE and partner policies regarding respect, inclusion, and anti-bullying are communicated and upheld.
· Coordinating awareness campaigns, workshops, and activities that foster respect, empathy, and understanding among students and staff.
· Collaborating with Academic and Support staff to support affected students and create a positive climate for studying and development.
· Maintaining accurate records and preparing reports as required to monitor trends, ensure accountability, and inform QAHE climate improvement strategies.
· The Respect for All Officer plays a critical role in safeguarding the well-being of students by ensuring that QAHE campuses promote an inclusive environment where diversity is valued and every individual is treated with dignity and respect.

	KPIs & SLAs
	· Incident Response Time and Investigation Completion rate
· Awareness initiatives
· Student Satisfaction
· Reporting & Transparency

	Key Working Relationships
	Internal Relationships
· Head of Safeguarding and Student Wellbeing – to ensure alignment of investigation processes with safeguarding policies.
· Welfare Team and Mental Health Practitioners – to provide coordinated support for students involved in incidents.
· Estates and Facilities Team – to manage non-academic incidents on campus, particularly those involving safety or conduct in shared spaces.
· Operations Team – to coordinate incident response and maintain campus safety.
· Academic Staff and Tutors – to share relevant information and support students’ wellbeing alongside their studies.
· Student Services / Student Affairs – to deliver induction, awareness, and support programmes.
· University Leadership/Management – to provide reports, trends, and recommendations for improving campus culture.
External Relationships
· QAHE Police Liaison Officers – to ensure effective collaboration on safety, security, and legal matters.
· External Safeguarding Agencies (where required) – for compliance in high-risk safeguarding cases.
· Community Partners / External Trainers – to support campaigns, workshops, or specialised interventions.



	3. About You

	Your Competencies
1: Working Level 
2: Advanced Level
3: Expert Level
	Core Skills
•Investigation Skills – ability to conduct fair, thorough, and timely investigations into non-academic incidents.
•Conflict Resolution & Mediation – skilled in managing disputes and facilitating informal resolutions where appropriate.
•Communication – excellent verbal and written communication skills for engaging with students, staff, and external stakeholders.
•Report Writing – ability to produce clear, accurate, and detailed reports, records, and recommendations.
Interpersonal Abilities
•Empathy & Sensitivity – capacity to support students with respect, compassion, and confidentiality.
•Cultural Awareness – ability to work inclusively with individuals from diverse backgrounds and identities.
•Relationship-Building – proven ability to collaborate effectively across departments and with external partners.
Organisational Abilities
•Time Management – ability to balance investigations, inductions, and awareness activities within set deadlines.
•Attention to Detail – ensuring accuracy in case handling, documentation, and compliance with policies.
•Training & Facilitation – confidence in delivering induction sessions, workshops, and awareness campaigns.
Professional Knowledge
•Safeguarding & Welfare Awareness – understanding of safeguarding practices and referral pathways.
•Policy & Compliance – knowledge of equality, diversity, anti-bullying, and harassment policies.
•Legal/Regulatory Frameworks – awareness of relevant laws, data protection, and university policies related to student safety and wellbeing.

	Your Experience
	· Demonstrated experience in conducting investigations, handling complaints, or managing incidents in a professional setting.
· Background in student services, safeguarding, welfare, counselling, or a related field where student/staff wellbeing is a priority.
· Proven ability to manage sensitive and complex situations with discretion, fairness, and impartiality.
· Experience in conflict resolution, mediation, or restorative practice.
· Previous involvement in delivering training, workshops, or awareness sessions to diverse groups.
· Strong record of working collaboratively across teams and with external partners such as police, safeguarding agencies, or community organisations.
· Familiarity with policies and legislation relating to equality, diversity, inclusion, and safeguarding.

	Your Knowledge
	· A sound understanding of safeguarding principles, welfare practices, and student wellbeing frameworks.
· Knowledge of equality, diversity, and inclusion policies, and how they apply within a higher education environment.
· Familiarity with procedures for investigating complaints, bullying, harassment, and discrimination.
· Awareness of relevant legal and regulatory frameworks, including data protection, safeguarding legislation, and duty of care responsibilities.
· Understanding of conflict resolution, mediation, and restorative approaches in resolving disputes.
· Knowledge of support services available to students, including welfare, counselling, and mental health provision.
· Awareness of how to foster a positive and respectful campus culture through preventative initiatives and engagement activities.

	Your Qualifications
	· Degree level qualification or equivalent. (E)

	What you’ll bring to QAHE
	· You will bring a commitment to fostering a safe, inclusive, and respectful environment for all students and staff. You will demonstrate integrity, professionalism, and the ability to handle sensitive situations with discretion and fairness. Your strong interpersonal skills will allow you to build positive relationships across teams and with external partners, while your excellent communication abilities will ensure clarity in investigations, reporting, and training delivery.
· You will combine practical experience in investigations, conflict resolution, and student support with a thorough understanding of safeguarding, equality, diversity, and inclusion policies. Proactive, empathetic, and solutions-focused, you will contribute to maintaining and enhancing our positive campus culture, supporting both individual wellbeing and the broader institutional commitment to respect for all.




	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.
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