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Job Description
	Post:
	Student Experience Assistant

	Accountable to:
	Head of Learner Experience

	Department:
	Learner Services & Support



Job Purpose
To liaise with students in student spaces, including the student common room and catering areas, and the perimeter of the buildings, with the aim of encouraging positive behaviour and participation in activities.
Key Responsibilities: 
·   Patrol the students’ areas ensuring they are maintained in an acceptable way


  including having a visible presence in the common room and coffee bar areas at


  key times i.e. monitoring break and lunch times to encourage positive attitudes


  towards the maintenance of the space e.g. use of the furniture.
· Work closely with students to proactively reinforce the College’s Learner Charter - to include learners always carrying their Student ID Card and encouraging positive learner behaviour and challenging poor behaviour e.g. bad language, dropping or leaving of litter, etc.
· Support the Learner Engagement Lead, the Active Wellbeing Lead, the Student Union President and the Student Enrichment Officer with cross college enrichment activities - both on and off campus.

· Be the first point of contact along with the Estates team for any reports of conflict within the College, attend the scene utilizing conflict resolution techniques.

· Diffuse or intervene in any incidents or potentially difficult situations between students.


· Where warranted, utilise our local Police for any incident, ensuring the Head of Learner Experience or the Learner Safeguarding and Welfare Manager is fully informed. 

· Take referrals from SSO team to work with lonely or anxious students, ensure students feel supported during break times and where viable buddy them with other lonely or anxious students.

· Support anxious students to attend the Library, introduce them to Library Assistants, assist in booking PC’s when required and introduce the quiet room.


· Introduce anxious students not already supported by an SSO to them and encourage engagement.
· Work closely with students to identify any problems relating to the use of the areas of the college allocated for students use and engage students in events and enrichment activities in the common room spaces.
· Report any ongoing behavioural issues or gross misconduct incidents that infringe the college’s Student Code of Conduct to the Learner Services Manager and the appropriate Faculty Tutor.
· Ensure that only enrolled students and authorised visitors are in the areas by undertaking routine identity card checks.
· Report any issues with regards to the student common spaces e.g. furniture damage, etc. to the college’s estates team.
· Support reception activities, for example, guiding guests to locations around college and welcoming visitors when required.

· Monitor smoking designated areas, additionally respond to students smoking outside these areas, by moving them to the designated area.  Refer repeat offenders to their personal tutor. 

· Produce detailed termly reports on behaviour and issues presented in the College on a termly basis for Learner Services and Support Sub Governor Group.
· Support the Enrichment Officer and Active Wellbeing Lead on producing reports on engagement in Enrichment & Learner Voice activities.


· Link directly with local Police to ensure students are aware that we work as multi agencies and share information.  

· Support local Police in Patrols outside the perimeter of the College, where our students are perceived as causing a problem to the local community.
· Maintain Poster Boards in the Common Room with key themes and update them half termly, work with the Learner Services and Enrichment Officer on themes and source information and posters as required.
· Adhere to the College’s Health and Safety Policies with regard to the use of the student areas and in respect of emergency evacuations.

Other Tasks
1. Comply with all College Policies & Procedures, keeping abreast of any changes and updating practice and/or systems to ensure continued compliance.

2. Ensure that all aspects of the College Financial Regulations are followed.

3. Contribute to and represent the overall vision and values of the College.
4. Ensure that all services are delivered in compliance with the Welsh Language Standards.
5. To flexibly respond to the needs of the business and to provide an effective service to our learners and other stakeholders.
PERSONAL DEVELOPMENT

In partnership with the College, take responsibility for personal development, including:

1.
Participating in an annual staff review and identifying development needs.

2.
Updating of professional, teaching and training skills and qualifications, through attending staff development opportunities, joining professional bodies and keeping informed of educational and professional initiatives.

HEALTH & SAFETY 

All employees have a statutory duty of care for their own personal safety and that of others who may be affected by their acts or omissions.  Staff are required to co-operate with management to enable the College to meet its own legal duties and to report any hazardous situations or defective equipment. 

GENERAL

This description is not intended to establish a total definition of the job, but an outline of the responsibilities you are expected to undertake.  From time to time you may be required to undertake any other duties commensurate with your level of responsibility.  

This is a description of the job as it is at present constituted.  It is the practice of the College periodically to examine employees’ job descriptions and to update them to ensure that they relate to the job as then being performed, or to incorporate whatever changes are being proposed.  You will, therefore, be expected to participate in any discussions relating to Job Description change.

[image: image2.jpg]<

Coleg Gwyr Abertawe
Gower College Swansea





Person Specification – Student Liaison Assistant
In your application you are asked to address only those criteria labelled A. These will be used to shortlist applicants.  Criteria labelled I will be explored at interview and those labelled WRE in assessment centre activities. 

	Criteria
	Essential
	Desirable
	Method

	Qualifications:
	· Level 3 qualifications or above in coaching, mentoring or youth work

· Trained to intervene in situations of potential or actual situations of conflict

· Level 2 (GCSE Grade A-C) or equivalent Maths and English qualification.


	
	A

A

A

	Knowledge 
& 
Experience
	· Experience of working with individuals or groups of young people to change and challenge behaviours

· Experience of motivating young people

· Experience of working with anxious young people with strategies on effective support

· Experience of working with administration and accurate record keeping


	
	A/I

A/I

A/I

A/I

	Skills & 
Abilities:
	· Able to diffuse situations of conflict or potential conflict

· Able to work on own initiative 

· Excellent interpersonal and communication skills with young people

· Good motivational skills

· Good problem solving skills

· Ability to work well with all levels of the organisation e.g. students, lecturers and employers

· Ability to work with Microsoft packages such as Word, Excel and Teams


	
	A/I

A/I

A

A

I

I

A/I

	Personal Attributes:


	· Approachable 

· Tactful and diplomatic

· Ability to gain respect from young people

· Proactive and enthusiastic

· Confident and self–motivated

· Commitment to quality and fairness

· Good judgement
	
	I

I

I

I

I

I

I



	Special

Requirements:


	· Flexible (attendance may be required at Open Evenings)


	Welsh Language Skills –Entry Level  (See detailed Language Level Descriptors attached)
	I

A


A – Application Form

I – Interview

WRE – Work Related Exercise
WELSH LANGUAGE LEVEL DESCRIPTORS

DISGRIFYDD LEFEL IAITH GYMRAEG 

	Welsh Essential
	LEVELS
	Listening
	Speaking
	Writing
	Reading

	
	Level 4

Proficient
	Able to understand all conversations involving work
	Fluent – able to conduct a conversation and answer questions, for an extended period of time where necessary


	Skilled – able to complete complex written work without the need for revision
	Able to understand all material involving work

	
	Level 3

High
	Able to follow the majority of conversations involving work including group discussions
	Able to speak the language in the majority of situations using some English words
	Able to prepare the majority of written material related to the area, with some assistance in terms of revision


	Able to read the majority of material in own area

	
	Level 2

Intermediate
	Able to follow routine conversations involving work between fluent Welsh speakers


	Able to converse with someone else, with hesitancy, regarding routine work issues
	Able to draft routine text, with editing assistance
	Able to read routine material with a dictionary

	
	Level 1

Foundation
	Able to understand a basic social conversation in Welsh


	Able to answer simple enquiries involving work
	Able to answer simple correspondence with assistance
	Able to read basic material involving work (slowly) and understand text that consist mainly of high frequency everyday work related language



	Welsh Desirable
	Entry
	Able to understand basic enquiries in Welsh (“Ble mae…? Ga’ i siarad â…?”)
	Able to conduct a general conversation (greetings, names, sayings, place names)


	Able to write basic messages (“Diolch am dy help.”)
	Able to understand and read very short, simple texts

	
	None
	No Welsh language skills at all


	No Welsh language skills at all
	No Welsh language skills at all
	No Welsh language skills at all


DISGRIFYDD LEFEL IAITH GYMRAEG 

WELSH LANGUAGE LEVEL DESCRIPTORS

	Cymraeg Hanfodol
	LEFEL
	Gwrando
	Siarad
	Ysgrifennu
	Darllen 

	
	Lefel 4

Rhugl
	Gallu deall pob sgwrs yn ymwneud a’r gwaith 
	Rhugl – gallu cynnal sgwrs a gofyn cwestiynau, am gyfnod estynedig pan fod angen 


	Medrus – gallu cwblhau gwaith ysgrifenedig cymhleth heb angen adolygu
	Gallu deall deunyddiau yn ymwneud a’r gwaith 

	
	Lefel 3

Uchel
	Gallu dilyn y mwyafrif o sgyrsiau yn ymwneud a’r gwaith yn cynnwys trafodaethau grwp 
	Gallu siarad yr iaith yn y mwyafrif o sefyllfaoedd gan ddefnyddio rhai geiriau Saesneg 
	Gallu paratoi'r mwyafrif o waith ysgrifenedig yn ymwneud a’r maes, gyda pheth cymorth o ran adolygu 
	Gallu darllen y mwyafrif o ddeunyddiau yn fy maes 

	
	Lefel 2

Canolradd
	Gallu dilyn sgyrsiau arferol yn ymwneud a gwaith, rhwng siaradwyr Cymraeg rhugl  


	Gallu sgwrsio gyda rhywun arall am faterion gwaith arferol, ond yn petruso
	Gallu drafftio testun arferol, gyda chymorth golygu
	Gallu darllen deunyddiau arferol gyda geiriadur 

	
	Lefel 1

Sylfaen
	Gallu deall sgwrs gymdeithasol sylfaenol yn Gymraeg 


	Gallu ateb cwestiynau sylfaenol yn ymwneud a’r gwaith 
	Gallu ateb gohebiaeth gyda chymorth 
	Gallu darllen deunyddiau syml yn ymwneud a gwaith (yn araf) a gallu deall testun sy’n cynnwys iaith gwaith pob dydd yn bennaf 



	Cymraeg Dymunol
	Mynediad
	Gallu deall ymholiadau sylfaenol yn Gymraeg (“Ble mae…? Ga’ i siarad â…?”)
	Gallu cynnal sgwrs gyffredinol (cyfarchion, enwau, dywediadau, enwau llefydd) 


	Gallu ysgriffennu negeseuon sylfaenol (“Diolch am dy help.”)
	Gallu deall a darllen testunau byr, syml iawn 

	
	Dim
	Dim sgiliau Cymraeg o gwbl 


	Dim sgiliau Cymraeg o gwbl 


	Dim sgiliau Cymraeg o gwbl 


	Dim sgiliau Cymraeg o gwbl 
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