

Job Description

(This is a description of the job as it is as present constituted.  It may be necessary, from time to time, to update job descriptions to ensure that they relate to the job as then being performed.  Therefore, management reserve the right to make changes to your job description, commensurate with your grade/level in the organisation, after consultation with you).
	Post Title:
	Student Support Officer

	Reports to
	Digital Learning and Support Co-ordinator

	Department
	Student Services – Future Skills and Careers

	Grade
	18-20

	Contract
	Fixed term (12 months)

	Location
	Sunderland College 



OVERALL PURPOSE

Are you passionate about supporting students in their learning journey? Are you ready to contribute to the advancement of a dynamic and inclusive learning environment? We have an exciting opportunity for a proactive and enthusiastic individual to join our team as a Student Support Officer in our Future Ready Hubs in our Sunderland College campuses. 

ROLE PURPOSE

	About the role
As a Student Support Officer, you'll play a vital role within our campus based Future Ready Hubs providing support to students, ensuring that they have access to essential resources and information.  You will offer assistance and advice on learning resources, study skills, digital tools and student bursary/financial support funds, ensuring that students maximise the benefits of the facilities, resources and services available. 

· To provide operational support and guidance to students and staff in the Future Ready Hubs
· To provide appropriate information and guidance on learning resources, study skills including digital and student bursary/financial support funds. 
· To ensure the services provided by the Hubs meets curriculum requirements and student needs.
· To promote innovation in the use of learning resources to benefit learning, teaching and research throughout the curriculum.
· To enable and support all staff and students in curriculum and learning changes needed to utilise new technologies, including digital skills and learning resources.
· To provide help, information and referral services in the Future Ready Hubs in person, by telephone and digitally.
· To support the timely administration, customer service and support for all aspects of financial support and bursary available to students including Bursaries, Free College Meals, Travel Scheme, Child Care / Care to Learn.




ROLE RESPONSIBILITIES
	About you
To succeed in this role, you'll need strong interpersonal skills, admin and organisation skills, and the ability to build excellent relationships at all levels. Your positive and helpful approach will be crucial in providing welcoming, supportive and professional services to all users.  Additionally, your knowledge of equality, diversity, and inclusion will help create an inclusive environment where every student feels valued.

You should have a Level 3 qualification, along with experience in providing customer service and support. Your communication skills, both written and verbal, will be essential.

Join our team and be a catalyst for positive change and learning transformation! Apply now for the Student Support Officer role, and together, let's empower students and shape a brighter future.
 
General Responsibilities
· Undertake all mandatory training required e.g. PREVENT, safeguarding, EDIB, cyber etc.
· Follow all college policies and procedures.
· Undertake additional duties commensurate with the role and be flexible to work across college sites as required.
· Take responsibility for your own professional growth, ensuring your knowledge, skills and competencies remain current and aligned to role requirements.
· Operate strictly within the college’s financial regulations, procurement rules and delegated authority limits. 
· Safeguard the college reputation by ensuring all internal and external comms are compliant with policies and fully respect intellectual property and copyright legislation.

Cyber security
· Adhere to the college's IT policies, complete mandatory training on time, protect data and systems integrity, and report any suspected (or actual) security incidents, including phishing, data breaches or unusual activities.

Safeguarding and PREVENT
· Take responsibility for safeguarding, PREVENT, and promoting the welfare of children and vulnerable adults.
· Maintain a safe college and learning environment and manage risks through appropriate assessments.

Health & Safety
· Prioritise the safety of yourself and others. Reporting accidents or near misses in line with college procedures.
· Maintain a safe college and learning environment and manage risks through appropriate assessments.

Inclusion
· Uphold British Values and foster a respectful, inclusive environment where everyone feels valued
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Valued Behaviours: We’re not only interested in what you can do, but also how you do it. We have an expectation that employees will carry out their role in a way that reflects our values through their behaviours. We’ll be looking for evidence of these behaviours throughout the recruitment and selection process. 
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	Values  
 
	The actions we take, the choices we make 
	The actions I take, the choices I make 

	COURAGE 
	We boldly approach the future with confidence and energy. 
	· Speak up, even when it’s difficult, in a way that supports others and our college values. 
· Promote a no blame culture and respectfully challenge people to get the best results. 
·  Look after my own wellbeing by listening to how I’m feeling and reach out for help when I need it. 

	AUTHENTICITY 
	We are who we say we are, we do what we say we will do. 
	· Communicate openly, transparently and with integrity. 
· Take responsibility, recognise when something isn’t working or goes wrong, and learn from it. 
· Encourage change when I think something could be more fair or inclusive. 
· Know when there is room for me to grow and improve, and work to build my skills and abilities. 

	RESPECT 
	We nurture a community where everyone is welcome and belongs. 
	· Recognise and value people’s differences when working collectively and collaboratively. 
· See the person first, actively listen, and communicate thoughtfully. 
· Create a safe space for people to share their individual experiences if they want to. 
·  Learn from those with different perspectives and experiences to my own. 

	EXCELLENCE 
	We strive for excellence at the heart of everything we do. 
	· Strive for excellence, challenging myself and others to deliver continuous improvement. 
·  Show energy and drive to pursue new opportunities and challenge the status quo.  
·  Contribute to creative ideas and action and collaborate to make a positive impact.  
· Celebrate those who constantly live our values.   


 Global Skills - We’re looking for educators with a global mindset; open, adaptable, and passionate about connecting cultures. You’ll inspire students to think beyond borders and thrive in an increasingly interconnected world. We will be looking for this across our recruitment and selection processes. 
 
	Global Skill 
	Behaviour  

	Resilience & Adaptability: 
 
	· Comfortably adapts to change, learns from challenges, remains effective across different environments. 

	Creative & Critical Thinking: 
 
 
	· Consistently evaluating ideas using evidence and logic can generate creative solutions to common problems. 

	Technological Literacy: 
 
	· Confidently selects and uses appropriate digital tools to research, create and communicate information effectively. 

	Leadership & Social Influence: 
	· Takes initiative, motivates peers, and adapts communication to influence outcomes positively in diverse contexts. 

	Environmental Stewardship: 
 
	· Actively engages in sustainable practices, advocates for responsible behaviour, and evaluates environmental impacts in daily decisions. 

	Cultural Competence: 
	· Supports others to speak openly and feel valued for who they are. 


 
 







		
	
	ASSESSMENT METHOD

	PERSON SPECIFICATION – Student Support Officer
Post Reference: 
	Essential
	Desirable
	
	Certificate
	Application Documents
	Reference
	Selection Process

	
	
	
	
	
	
	
	

	Qualifications
	
	
	
	
	
	
	

	4 GCSEs at Grade C/4 or above (or equivalent qualifications)
	«
	
	
	«
	«
	
	

	Maths and English qualifications (minimum Level 2)
	«
	
	
	«
	«
	
	

	NVQ Customer Care
	
	«
	
	«
	«
	
	

	IT Qualification
	
	«
	
	«
	«
	
	

	City and Guilds Library and Information Assistant’s certificate
	
	«
	
	«
	«
	
	

	
	
	
	
	
	
	
	

	Experience
	
	
	
	
	
	
	

	Experience of face-to-face work with members of the public
	«
	
	
	
	«
	«
	«

	Experience of liaising with curriculum staff
	
	«
	
	
	«
	«
	«

	Experience of supporting learners
	
	«
	
	
	«
	«
	«

	Sound understanding of Library systems, policies and procedures 
	
	«
	
	
	«
	«
	«

	Some understanding of the contribution that e-Resources, VLEs and other ILTs can make to the curriculum
	
	«
	
	
	«
	«
	«

	
	
	
	
	
	
	
	

	Skills and Understanding
	
	
	
	
	
	
	

	IT Skills (MS Office)
	«
	
	
	
	«
	«
	«

	Information and Research Skills
	«
	
	
	
	«
	«
	«

	A customer-focused ethos
	«
	
	
	
	«
	«
	«

	Effective Communication Skills
	«
	
	
	
	«
	«
	«

	Ability to work effectively as part of a team
	«
	
	
	
	«
	«
	«

	Self-motivated
	
	«
	
	
	«
	«
	«

	Ability to take initiative 
	
	«
	
	
	«
	«
	«

	
	
	
	
	
	
	
	

	Personal Attributes
	
	
	
	
	
	
	

	Suitable to work with children and young people
	«
	
	
	«Criminal records check via DBS
	«
	«
	«

	A willingness to acquire additional skills as demanded by the role
	«
	
	
	
	«
	«
	«

	To take appropriate responsibility for PREVENT and the safeguarding and promotion of the welfare of children and/or vulnerable adults.
	«
	
	
	
	«
	«
	«

	To uphold British Values, the college values and responsibilities with regard to equality and diversity.

	«
	
	
	
	«
	«
	«

	To understand and adhere to college Health and Safety policies and guidelines ensuring compliance with statutory legislation. 

	«
	
	
	
	«
	«
	«
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