	 United Colleges Group
Job description



	Post:
	Student Support Officer
	Post No.:
	1636

	Department:
	Student Support Services
	Grade:
	SO1

	Reports to:
	Head of Student Support Services
	Terms & Conditions
	Support (FT)


1.
MAIN PURPOSE
To be a member of College’s safeguarding team providing pastoral care and support to vulnerable learners.

Working to improve student success rates. Playing an active role in monitoring, reporting and evaluating students’ attendance, punctuality retention and achievement and identifying any support needs.
To provide support for those students (predominately 16 to 19-year olds) who are deemed at risk of dropping out of College, whilst working closely with tutors, parents/guardians, and any other person(s) that will support the student.
2.
KEY ACCOUNTABILITIES OF POST 
1. To work alongside the Designated Safeguarding Leads, in ensuring Safeguarding referrals and concerns are responded to appropriately. 

2. To maintain and monitor accurate, confidential and up to date documentation on all cases of Safeguarding and Child Protection. Copies of referrals, all related notes and correspondence will be kept securely on the Colleges designated safeguarding platform. 

3. To undertake appropriate Child Protection and Adult at Risk Training every 2 years, and any related training as required. 

4. Be the operational link for Personal Education Plans (PEPs) for Looked After Children.
5. Have a working knowledge of how the Local Authority conducts Child Protection Case Conferences and represent the College effectively at such events when required to do so. 

6. To ensure that students who are victims of abuse are supported appropriately and sensitively and that all actions assigned by Designated Safeguarding Leads are successfully implemented and monitored. 

7. To contribute to the monitoring, support and reporting on Looked after Children, Care Leavers, Young Carers. 
8. Liaise with cross-college colleagues, learners and external agencies to inform the development of the Safeguarding policies and procedures in College, including fostering external partnerships and promoting referral arrangements. 

9. Liaise with First Aiders, Parents or Guardians when required in accordance with the First Aid Incidents within the College procedure. 

10. Lead on the delivery of Safeguarding Inductions and staff training, ensuring all staff have access to and understand the College’s Safeguarding Young People and Adults at Risk Policy and associated procedures. 

11. To act as a source of support, advice and expertise to staff on matters of Safeguarding 

12. Deliver Safeguarding sessions to student groups across cross college. 

13. Any other duties commensurate with the grade and status of the post. 

14. To establish a programme of 1:1 reviews with the student to support their continued attendance, improve their learning in liaison with the course team leader and the Careers Cluster and provide information to enable them to access services within the College or externally.
15. To contact students and investigate reasons for absence and to report back to the line manager and the Careers Cluster with action in a timely manner as to the reasons for their absence.
16. To develop and deliver strategies to promote and celebrate student success.

17. To maintain accurate and up to date individual records for each designated student and produce required impact data.

18. To assist in the delivery of cross-college events that address the Colleges equality, diversity inclusion agenda and reflect the needs and interests of the diverse student body.
19. To work with other team members to encourage and support student involvement with the organisation and participation of events and activities.

20. To liaise with the Careers Clusters to improve communication with the team and to improve the identification of students needs.

21. To promote the safeguarding and welfare of any children, young people and vulnerable adults you may come into contact with during your employment at The United College’s Group.
22. Participate in relevant training and development as required.
23. Participate in the College's appraisal process.
3.
GENERAL:
1. To undertake any such other, broadly analogous tasks as the Principal may from time to time determine, or the demands of the College require.

2. To carry out his/her responsibilities at all times with due regard to the College Equal Opportunities Policy, Health & Safety, No smoking and Quality Management Policies.

3. To undertake any training relevant to the efficient execution of any of the above duties, and to take responsibilities for the post holders own professional development.

This post falls within the scope of the regulations requiring checks into Police and Dept. for Education & Skills’ records.  Information resulting from such checks will be dealt with in accordance with the College’s policies on the employment of ex-offenders and the handling and security of disclosure information.  Should these checks prove unsatisfactory, any offer of employment will be withdrawn and any employment already taken up may be ended immediately. 
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	CRITERIA


	Essential
	Desirable
	How tested

	1.
	EDUCATION


	
	
	

	1.1
	5 GCSE grade A – C or equivalent, including Maths and English at Grade C or above

	(
	
	Cert

	1.2
	Professional qualification in Youth Work, Teaching, Careers, or Guidance – or commitment towards actively working towards gaining qualification


	(
	
	Cert

	2.
	EXPERIENCE


	
	
	

	2.1
	Experience of working with people within an educational organisation or youth work environment


	(
	
	AF/IV

	2.2
	Experience of responding to and or supporting young people or vulnerable adults for whom there are safeguarding concerns


	(
	
	AF/IV

	2.3
	Of developing, organising and promoting social and recreational activities in various settings


	(
	
	AF/IV

	2.4
	Experience of administrative systems


	(
	
	AF/IV

	3.
	SKILLS/ABILITIES/KNOWLEDGE


	
	
	

	3.1
	I.T. literate


	(
	
	AF/IV

	3.2
	Excellent interpersonal and communication skills (e.g. evidence of skills required to deal with upset or distressed individuals).


	(
	
	AF/IV

	3.3
	Ability to motivate, inspire and develop young people


	(
	
	

	3.4
	Good organisational skills


	(

	
	AF/IV

	3.5
	Ability to show initiative and organise your own workload


	(
	
	IV

	3.6
	Ability to work flexibly as member of a team
	(

	
	IV


	4.
	QUALITIES/GENUINE OCCUPATIONAL REQUIREMENTS


	Essential
	Desirable
	How tested



	4.1
	Committed to the achievement and success of learners
	(

	
	IV

	4.2
	To have an understanding of and commitment to Equal Opportunities in practice


	(

	
	IV

	4.3
	In addition to candidates ability to perform the duties of the post, the interview will also explore issues relating to safeguarding and promoting the welfare of children including: 

· Motivation to work with children and young people;   

· Ability to form and maintain appropriate relationships and  personal boundaries with children and young people;   

· Emotional resilience in working with challenging behaviours; 

· Attitudes to use of authority and maintaining  discipline;


	
	
	


Evidence of criteria will be established from:    AF - Application form, IV - interview, Test - skills test / prepared question / presentation
  Cert - certificate checked by interview panel

