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	Job Title
	Student Support Advisor

	Department
	Department of Campus Life

	Job Level
	UNNC Scale A level 2

	Job Family
	Administrative, Professional, and Managerial

	Appointment Status
	Full-time

	Location
	University of Nottingham Ningbo China

	Hours of Work
	Regular working hours

	Responsible to
	Director, Department of Campus Life



Purpose of role
The purpose of the role is mainly to provide wellbeing support to students efficiently and to a high standard.
	
	Main responsibilities
(Primary accountabilities and responsibilities expected to fulfil the role)
	% time 
per year

	1
	Student Wellbeing Support
· Provide day-to-day pastoral care and wellbeing support to students of assigned specific year of study.
· Help students cope with personal issues in respect of their social, psychological, academic, financial and other developmental needs, including but not limited to: 
· As initial point to identify students’ general pastoral care and wellbeing enquiries and requests and refer cases to Health and Wellbeing centre if needed. 
· Work with other student related departments to create effective home-school communication for the fresh students.
· Work with residential service team to foster a supportive and inclusive community in the living area.
· Conduct high-risk and special-care case follow-up, providing advice and solutions regarding the cases, and escalating complex case to line manager.
· Conduct free talks and dorm visits.
· Work with relevant offices on student services and support.
· Take on monthly on-duty rota by staying on campus to deal with emergency.
· Summarize findings from daily work for constant service improvement.
	50

	2
	Student Whole-person Development Support
· Organize students’ personal and cultural enrichment programs or activities that address whole-person development needs and enhance sense of belonging to the community.
· Work as a supervisor of student clubs or societies and direct daily jobs of societies.
· Support line manager to deliver projects and lead projects when asked.
· Support the implementation of projects led by other DCL teams when asked.
	20

	3
	Party Committee and Youth league Affairs
· Undertake duties of CPC party branch or Youth League and contribute to consistent development of CPC at faculty level.
· Lead in CPC party branch or Youth League activities.
	15

	4
	Operation and Administration
· Manage student personal files, medical insurance, awards appraisals and other related student affairs.
· Collect student data and generate reports to internal and external use in an accurate and timely manner, and provide analysis or forecasting if necessary.
	5

	5
	Continuous Improvement
· Keep skills up to date and develop depth or breadth of knowledge in a particular area, such as: keep learning in the professional development of Student Support Advisor, through learning from more senior/experienced colleagues, exposure to a range of activities, and formal training/professional qualification.
· Collect feedbacks and requirements from inside and outside stakeholders to improve student support service.
· Advise on and propose changes in procedures, plans, priorities and office systems to improve operational efficiency and quality of service in own work area.   
	5

	6
	Other
· Participate in training and staff development events as trainer or trainee as appropriate;
· Maintain appropriate professional development, expertise and awareness;
· Undertake other tasks and responsibilities as may reasonably be required.
	5
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	Person specification

	
	Essential
	Desirable

	Skills
	· Well-developed written and verbal communication skills, interpersonal skills, and presentation skills in both Chinese and English language.   
· Analysis & problem-solving capability.
· Proven planning and organizational skills, particularly workflow management.
· Excellent in teamwork and cross-team/department communication skills.
· Able to work with accuracy and attention to detail.
· Excellent computing skills including Microsoft Office and use of administrative business systems; 
· Ability to work flexibly in response to tight, conflicting or changing deadlines and managing a wide portfolio of activities. 
· Excellent time management ability to organize a daily workload by priorities.
· Tact, diplomacy and confidentiality.
	

	Knowledge and experience
	· Comprehensive knowledge of the work practices, processes and procedures relevant to the role.   
· Frequent user of office management software, Microsoft Word, Excel, PowerPoint etc. 
	· Experience of working in an international setting and/or education organization.
· Relevant working experience with students.
· Experience of CPC affairs.
· Experience of dealing with emergencies regarding students’ wellbeing.

	Qualifications, certification and training (relevant to role)
	· Bachelor’s degree or postgraduate degree or in any major with hands-on experience in student service sector.
· The certificate of CET6, TEM8 or equivalent.
· 
	· Major in Education, Psychology or other related fields. 
· Overseas study experience.
· Education or training relating to psychology.

	Statutory, legal or special requirements
	· Able to work at weekend or whenever necessary.
	· 



	Expectations and behaviours

	The University has developed a clear set of core expectations and behaviours that our people should be demonstrating in their work, and as ambassadors of the University’s strategy, vision and values. The following are essential to the role:

	Valuing people
	Is friendly, engaging and receptive, putting others at ease. Actively listens to others and goes out of way to ensure people feel valued, developed and supported.

	Taking ownership
	Is clear on what needs to be done encouraging others to take ownership. Takes action when required, being mindful of important aspects such as Health & Safety, Equality, Diversity & Inclusion, and other considerations.

	Forward thinking
	Drives the development, sharing and implementation of new ideas and improvements to support strategic objectives. Engages others in the improvement process.

	Professional pride
	Is professional in approach and style, setting an example to others; strives to demonstrate excellence through development of self, others and effective working practices.

	Always inclusive
	Builds effective working relationships, recognising and including the contribution of others; promotes inclusion and inclusive practices within own work area.


	Key relationships with others





Director, Department of Campus Life


Student Support Advisor


Colleagues


Line manager


Role holder


Key stakeholder relationships


Students
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