
	ROLE DESCRIPTION AND PERSON SPECIFICATION

ACADEMIC AND TECHNICAL STAFF

	Role Title: 
Health and Wellbeing Support Co-ordinator
Service: 
Student Services
Pay Band: 
Band C
Reports to: 
Head of Student Services


	Purpose of Role:
The role of the Wellbeing Support Co-ordinator is to provide support to students from Enrolment and for the duration of their course whilst continually looking to improve and develop opportunities for wellbeing support. The role is also responsible overseeing the promotion and delivery of student facing counselling services. 

The role will exist as part of the Student Services team to provide a holistic student support service ensuring a smooth transition to life and study at Ravensbourne whilst exploring challenges and issues students may face. 
The post holder will need an understanding of the challenges faced by students from foundation through to postgraduate study. The role will have responsibility for organising events and activities to improve student wellbeing and provide support to students in crisis. 


	Role Responsibilities:
· Key contact for student queries relating to study and wellbeing.
· Support students in immediate crisis with appropriate referrals and support whilst working with the Ravensbourne safeguarding staff.

· Organisation of wellbeing and support events and activities to build engagement with students.
· Advise around support options for students and explore appropriate use of our Extenuating Circumstances and Reasonable Adjustment policies.
· Provide comprehensive induction information, working with Admissions, Registry, Recruitment and Student Services Teams
· Offering support where attendance falls below institutional requirement.
· Ensure a confidential and professional triage service to both student and staff, in particular:-

· acting as a first point of contact for student enquiries by phone, e-mail or face to face;

· using own judgement to identify appropriate services to which to refer students in need;

· working using own initiative to deliver excellent customer service to all students through consultation with other team members, ensuring that all student issues and enquiries are dealt with efficiently, effective and with due regard to confidentiality.
· Host regular drop-ins to address student support.
· Work with external partners to arrange events and organisational presence at Ravensbourne beyond our own services.
· Work with the SU to expand events and societies to encourage integration and share knowledge and awareness of student interests. 
· Demonstrate understanding of Ravensbourne’s values, culture and educational ethos and promote these through everyday practice in the role.

· Work within Ravensbourne’s Code of Conduct and other Rules.

· Comply with all legislative, regulatory and policy requirements (e.g. Finance, HR) as appropriate.

· Carry out the policies, procedures and practices of Health & Safety in all aspects of the role.

· Demonstrate value and importance of equality and diversity in every aspect of Ravensbourne’s work, and show commitment through everyday practice in the role.

· Work in accordance with, and promote Ravensbourne’s environmental sustainability policy and practices.

· Works continuously to improve individual knowledge, skills and behaviours for the current role and for the longer-term, gaining appropriate professional qualifications/accreditation and maintaining membership of appropriate professional bodies as appropriate.

· Make full use of all information and communication technologies to meet the requirements of the role and to promote organisational effectiveness.
· Perform such other duties consistent with the role as may from time to time be assigned, collaborating fully with others to get the work done and Ravensbourne’s objectives achieved.


	Key working relationships (i.e. titles of roles, both internally and externally, with which this role holder interacts on a regular basis):

Head of Student Services (line manager)
Deputy Head of Student Services
Student Services 
Student Union
Admissions 
Recruitment and Events 
Academic Directorship and Course Leaders
Registry
Quality

Facilities



	Resources Managed

Budgets: N/A
Staff: N/A
Other:  Laptop, mobile, desk space within Student Services



	Person Specification (Knowledge, Skills and Behaviours)


	Essential
	Desirable



	Core Personal Skills

Minimum Qualification Required : 
a degree or equivalent preferably in an Art and Design, Technology or Communication Media discipline
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	Customer focus and service  

Understands the relationship between provider and customer, and the expectations of the recipient of a service. Is able to identify all such relationships in which they are involved, and with an attitude of mind that places the needs of the customer first, provides a service that fully satisfies them.
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	Supportive and empathic understanding
Understands the importance of support to individuals in need and can demonstrate empathic and understanding approaches to a person in crisis
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	Team working 

Works collaboratively and harmoniously within the team and more widely with all significant others to get the job done, to the satisfaction of all those involved.
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	Communicating and relating to others  

Communicates clearly orally and in writing, and in relating to others builds and maintains effective relationships openly and honestly, using every medium appropriately and with consideration for the audience, so that the messages (both ways) are understood and able to be acted upon.
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	Organising work  

Organises work for optimum effectiveness, using all the resources, tools and methods available, so that the objectives of the role, team and organisation are met.
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	Using IT  

Makes optimum use of appropriate digital technology and IT systems in all aspects of the role, particularly the ability to operate in a Virtual Learning Environment
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	Problem solving and decision making  

Anticipates problems or issues and deals with them creatively and constructively, reaching a rational decision for dealing with the problem or issue; one that is capable of practical implementation
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	Future focussed and change-ready 

Understands their current position in the broader environmental context and is receptive to, and open minded about, change, enabling them to respond positively and creatively to changing circumstances and requirements.
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	Numeracy and Statistics 

Understands, uses and presents numerical information clearly and accurately, according to the requirements of the task in hand.
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	Professional and Administrative knowledge and know–how

Service Knowledge and its application 
Maintains, develops and applies comprehensive knowledge of all aspects of the service in ways that are proportional to Ravensbourne’s nature, scale and complexity, and keeps that knowledge and its application up to date and relevant
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	Professional context 
Develops and maintains an understanding of how developments in the professional, legal, regulatory and educational contexts impact upon own role specifically, and Ravensbourne more generally
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	Professional and Administrative service delivery, systems and processes

Delivering the service  
Delivers the service, or that part of it as specified in the role description, to the standards required, and contributes to its continuous improvement
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