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JOB DESCRIPTION
This form summarises the purpose of the job and lists its key tasks.
It may be varied from time to time at the discretion of the College in consultation with the postholder.
	Job Title: Student Wellbeing Adviser 
	Job ref no: LWB-0178-26


	Grade:  6
	Department: Learning and Wellbeing



	Accountable to: Senior Student Wellbeing Adviser
	Responsible for: n/a



	Job summary:

· To provide information, advice and support to students on general, emotional and mental health issues. This will include conducting appointments to assess need, liaising with RVC staff to co-ordinate support, liaison with, and referral/signposting to, relevant internal services and external health agencies and statutory services. You will follow relevant RVC procedures and provide an appropriate professional response, in line with the urgency of the presenting issue. 
· Assist in managing RVC response to incidents involving the student population.

· Provide follow up support, as and when required, to a case load awaiting referrals to, and treatment from, appropriate health agencies and statutory services

· Liaison and proactive outreach with community services, health providers and other external health agencies and statutory services to develop partnerships

· Designing and delivering individual, group and online health & wellbeing advice and support to students on a range of specified emotional and physical health issues in conjunction with Advice Centre colleagues.

· Designing and delivering interventions/campaigns/workshops to train and educate university staff and students in relevant wellbeing topics in conjunction with Advice Centre colleagues

· To support the work of the Disability Adviser and Student Money Adviser as required

· To provide case history input to Student Performance and Development meetings and Appeals. 

· To gather information and prepare reports about student support services as required




	Competency: To provide initial information, advice, signposting and support on general, emotional and mental health issues for students
Key tasks: 

· To respond to face-to-face, email and phone enquiries from students with a variety of personal, financial and   other needs. 

· To provide informal assessments on emotional, physical and mental health needs of students presenting to the service and to offer high quality advice and support while making suitable internal and external referrals according to individuals needs. 

· To liaise with students’ tutors, Heads of EMS, Rotations, Senior Tutors and other key staff as required. 

· To attend Student Performance and Development meetings as required. 

· To participate in design and delivery of training for staff and students as appropriate. 

· To be fully familiar with the range of internal and external sources of support for students in respect of medical and mental health matters, disability, housing, finance etc. 

· To liaise with external services as required, e.g. GP, Community Mental Health Services
· To be fully familiar with RVC policies and related academic process that might be required e.g. deferral, referral to the Student Performance and Development System. 

· To make informed referrals to the Occupational Health service 

· To respond to concerns from tutors or other staff as required where they raise a welfare concern about a student.
· To contribute to the production and delivery of welcome talks for RVC students outlining Advice Centre services. 

	Competency: To support the work of the Disability Adviser and Student Money Adviser as required. 

· To advise students on the dyslexia screening process at RVC and provide support to the Disability Advisor in discussing next steps with students based on the result of the initial screening when needed.

· To advise students about the process for RVC internal arrangements for additional needs (e.g. exams, learning development) 

· To advise students about funding and support available (e.g. DSA applications or mentors).

· To maintain an understanding of the different funding arrangements for both Home/EU and International students. 

· To provide general advice and guidance to students, relating to discretionary and statutory funding entitlements. 

· To advise on applications to the RVC Student Support Fund funds and other relevant scholarships/bursaries.

· To support with associated administrative tasks as and when required

	Competency: To provide case history input to Appeals and Student Performance and Development meetings
Key tasks: 

•
To provide overview statements of student contact with Advice Centre when their cases are heard by panels. 

•
       To support panel members in understanding student support issues when needed so that informed decisions are made.



	Competency: To undertake all administrative tasks associated with the role and service development and gather information and prepare reports about student support services as required

· To contribute to the reports sent to relevant RVC Committees and provide regular statistical data/reports as requested by senior colleagues in the team

· To develop strategies for collecting student feedback and engaging students in the development of Advice Centre services e.g. focus groups/surveys 

· To create, maintain and collate accurate records on all student casework in accordance with Data Protection legislation, guidance from professional bodies and current policies and protocols

· To contribute to the creation, maintenance and updating of Advice Centre information on the website, intranet and VLE and other marketing material.

· To support the development of new student support procedures as directed by the Head of Advice Centre and Director of Learning and Wellbeing using the data and feedback trends collected

· To provide organisational support for events or campaigns organized as part of the Advice Centre’s activities

	Flexibility: To deliver services effectively, a degree of flexibility is needed, and the post holder may be required to perform work not specifically referred to above. Some work sessions will be scheduled outside normal office hours to meet student needs


