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JOB DESCRIPTION 
 

Student Life Adviser x 2 
(Ref: 002) 
 

Department / Section: Student Services 
Location:   UoS Waterfront Building, Ipswich 
Salary:   Within range £23,754 - £26,715per annum  
Grade:    Grade 5; points 18 to 22    
Contract status:  Permanent 
Hours of work:  37 hours per week 
Pension: USS 
Annual Leave entitlement:  25 days plus Bank Holidays  
Staff Development: Corporate, Departmental and Personal Development Programme 

opportunities 
Reporting to:  Student Opportunities Manager 
 
 
About the Department 
 

The Department of Student Services takes a holistic approach to student experience and actively 
contributes to the academic, personal and professional development of our students.  
 
As well as providing one-to-one impartial advice, education and guidance, we engage and 
collaborate with our students online, via workshops and events and across a number of cognate 
areas: 

 Student experience and pastoral support  

 International study exchange and work opportunities  

 Equality and diversity matters  

 Disability, wellbeing and counselling services  

 Learning difficulties diagnosis 

 Safeguarding  

 Career, employability and progression  

 Peer-to-peer support 

 Student finance and hardship funding  
 
The Department is located at the Ipswich campus. Annually the Department engages over 25% of 
our student population in one-to-one advice and guidance; and delivers a substantial portfolio of 
extra-curricular workshops, large events and fairs, and a programme of diverse initiatives and 
campaigns.  

 
Purpose of the Job:   
  
To provide accurate information, advice and guidance covering a range of areas, for example: 
academic procedures and processes, personal and professional development opportunities.  
 
By being active in the student community this post will be responsible for maintaining and 
developing a network of student peer-advocacy and pastoral support, to contribute to the students’ 
development of employability; as well as enhancing the overall student experience such as creating 
a sense of belonging and community and contributing to positive student retention and satisfaction.  

https://www.uos.ac.uk/content/working-here
https://www.uos.ac.uk/content/working-here
http://wellbeingcharter.org.uk/index.html
http://www.mindfulemployer.net/
https://www.workingfamilies.org.uk/
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The role requires a holistic approach to student life and therefore it is essential that the post-holder 
is able to navigate the student experience and a broad range of information. 
 

One of the Advisers will be working primarily with our Ipswich students whilst the other will be 
working alongside our Partner institutions and will therefore be willing to travel. 

 
Duties of the Post: 
 

1. Develop and maintain a thorough understanding of policies, processes and services for students 
both within the department and across the University, such as Chaplaincy, Learning Services, and 
Students’ Union.  
 

2. Provide impartial advice, guidance and support to students and prospective students on a range of 
areas, with particular focus on face to face advice to international students; referring as appropriate 
to other internal or external specialist services. 

 
3. Advise students on appropriate strategies to enable them to make informed choices and to 

promote a positive attitude that is consistent with the development of autonomous and life-long 
learning. 

 
4. Continue to develop and enhance a programme of peer-to-peer support and advocacy. In 

collaboration with colleagues, particularly Careers and Employability Team.  
 

5. Support peer mentors/advocates by developing a robust programme of training and ongoing 
supervision.  
 

6. Monitor, track and evaluate the efficacy and impact of a peer-advocacy programme. Provide an 
annual report.  
 

7. Develop and maintain ways in which student engagement can be formally recognised, to evidence 
their personal and professional development.  

 
8. Be proactive in developing and maintaining collaborative and effective relationships with 

colleagues across the whole of the university and with external agencies to ensure the best 
possible service to students and to benefit from best practice. 

 
9. Deliver services to students or prospective students, one-to one basis or by leading group 

workshops at both Ipswich and at partner sites.  
 

10. Work closely with colleagues to plan the delivery of presentations, workshops and/or advice stands 
at Open Days, Induction/Orientation and other such events.  
 

11. Out of hours work; to support recruitment activity and/or to offer a flexible service for our diverse 
student population  

 
12. Travel to partner sites to build engagement with activities    

 
13. Contribute to the maintenance and regular updating of appropriate service information, in a variety 

of formats, including on the website, Online Learning Environment (OLE) and social media 
networks. 
 

14. Actively promote services and raise awareness of student opportunities in Suffolk and on campus 
 

15. Ensure and enhance the quality of service by developing practice which is compliant with service 
standards, including any local requirements to maintain databases/records of activity. Contribute to 
service quality review processes. 

https://www.uos.ac.uk/content/working-here
https://www.uos.ac.uk/content/working-here
http://wellbeingcharter.org.uk/index.html
http://www.mindfulemployer.net/
https://www.workingfamilies.org.uk/
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16. Be aware of, and take action as necessary to comply with, the Institution’s health and safety 

policies and practices. 
 

17. Fully embrace, promote and implement the UoS equal opportunities policy and practices, 
particularly as they relate to the provision of an inclusive culture for students and prospective 
students. 

 
18. To undertake any other responsibilities determined from time to time by the Head of Student 

Services and/or Student Opportunities Manager. 
 

This Job Description sets out the major duties associated with the stated purpose of the post.  It is 
assumed that other duties of a similar level / nature undertaken within the section are not excluded 
simply because they are not itemised. 
 
The duties of this post could vary from time to time as a result of new legislation, changes in 
technology or policy changes.  In this case, appropriate training may be given to the post holder to 
undertake this new / varied work. 

 
Selection Criteria 
 
Candidates will be assessed against the following essential/desirable attributes: 
 

 Essential Desirable 

 

Education and 
Qualifications 

 

o Degree or equivalent  

 

o Other relevant qualification 
e.g. NVQ Information, Advice 
and Guidance 
o Professional training e.g. 
advocacy, mediation, money 
management 
 

Knowledge and 
Experience 

o Experience of giving impartial and 
confidential advice and guidance 

o Knowledge and/or experience of 
organising meaningful student 
activities and events 

o Experience of forging and 
coordinating links with employers, 
charities and other professional 
organisations and leveraging these 
opportunities for mutual benefit 

o Experience of designing and 
delivering presentations and 
workshops and training 
programmes. 

o Competent and confident user of 
ICT and experience of effectively 
using social media to reach groups 
 

o Experience of establishing 
and maintaining a peer-to-
peer support network; proven 
ability to suitably equip others 
to support their peers 

o Experience of mediation or 
advocacy 

o Relevant experience of 
higher education and 
students’ support needs and 
ways in which support can be 
delivered 

Skills 
o Excellent presentation skills and 

experience of working with groups 
o Can demonstrate ability to 
develop and deliver workshops 
according to  requirements 

https://www.uos.ac.uk/content/working-here
https://www.uos.ac.uk/content/working-here
http://wellbeingcharter.org.uk/index.html
http://www.mindfulemployer.net/
https://www.workingfamilies.org.uk/
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o Excellent interpersonal, networking 
and collaborative skills 

o Able to relate and communicate 
with staff and students from all 
social and cultural backgrounds 

o Able to communicate clearly orally 
and in writing 

o Evaluative and analytical skills and 
can apply these to review practice 
and/or to interpret data and 
statistics to enhance practice 

o Able to progress multiple priorities 
and balance the workload 
 

 

o Experience in conducting the 
necessary Health and Safety 
risk assessments and applying 
mitigating conditions.   

Attitude 
o Proactive and entrepreneurial 
o A positive, “can do” approach to 

champion the wider agenda of 
holistic student development and 
commitment to enhancing the 
student experience 

o Flexible and adaptable in managing 
multiple priorities and seasonal 
peaks in workload 

o An understanding of how diversity 
benefits our communities; and a 
commitment to inclusive practices 
and the ability to promote this in the 
day-to-day work of the post. 

o An understanding of and 
commitment to the requirement for 
confidentiality, where appropriate. 

o Willing to work in the evenings and 
weekend, where appropriate 

o If working alongside our Partner 
institutions, you must be willing 
to travel. 

 

 

 

Closing date: Friday 27 September 2019, midday 
 
Interview date:  Friday 11th October 2019 
 
INFORMAL ENQUIRIES ABOUT THIS POST 
 Please contact Human Resources on jobs@uos.ac.uk in the first instance. 
 
APPOINTMENT TERMS 
This post is offered on a full-time permanent term basis on Grade 5. The salary range for the post is 
£23,754 - £26,715 per annum. Annual leave allowance is 25 days per year (01 Aug – 31 Jul), plus Bank 
Holidays and closure days (usually at Christmas). 
 
CRIMINAL CONVICTIONS 
This post will be subject to a satisfactory enhanced Disclosure and Barring Service (DBS) check    
 

https://www.uos.ac.uk/content/working-here
https://www.uos.ac.uk/content/working-here
http://wellbeingcharter.org.uk/index.html
http://www.mindfulemployer.net/
https://www.workingfamilies.org.uk/
mailto:jobs@uos.ac.uk
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FLEXIBLE WORKING 
We consider flexible working requests for all our vacancies.  e.g. adjustments to the working location, hours, 
time, or working on job share basis.   

 
We are a Top 30 Employer for Working Families 2016 and 2017 but we recognise that flexible working is 
not just for parents and carers.  Our inclusive Flexible Working policy is open to all our staff and designed to 
support our people achieve a positive work-life balance, regardless of their personal circumstances.  
 
Equality, Diversity and Inclusivity 
The University of Suffolk is a diverse and vibrant community and is committed to providing equality of 
opportunity to all staff and students.  Our approach is inclusive; valuing the contribution of every member 
of the institution and the communities we serve.   
 
As users of the Disability Confident scheme, we guarantee to interview all applicants who declare a disability 
and who meet the minimum essential criteria for the vacancy. 
 
NO SMOKING POLICY 
A no smoking policy including the use of electronic cigarettes operates at all University of Suffolk premises. 
 
APPLICATIONS 
Please see below for specific instructions on how to apply.  Please note that applicants who fail to return 
all the documents asked for may be discounted. 

 
To apply for this post: 
 

 Please read the Privacy Notice and Guidance Notes that can be found on our website. 

 All forms and information can be found on our website http://www.uos.ac.uk/jobs 

 Fill in the Application Cover Sheet and include details of any flexible working request you are 
making 

 Complete the equalities monitoring form  

 Attach your CV and a letter of application setting out clearly how you meet the essential and 
desirable criteria for this post 

 Return them as Word (.doc) attachments by e-mail to: jobs@uos.ac.uk please put the post title 
and reference number in the subject box of your email.  

     If you are unable to email your documents, you may post them to  
 

   The Human Resource Team 
   University of Suffolk 
   Waterfront Building 
   Neptune Quay 
   Ipswich   
   Suffolk 
   UK 
   IP4 1QJ 

 
If you are unable to apply via the website please ask for an application pack from the address above, or by 
phone on 01473 338351. 

 
 

 

 

https://www.uos.ac.uk/content/working-here
https://www.uos.ac.uk/content/working-here
http://wellbeingcharter.org.uk/index.html
http://www.mindfulemployer.net/
https://www.workingfamilies.org.uk/
https://www.uos.ac.uk/sites/default/files/Privacy%20Information%20Notice%20Candidates%20%26%20Applicants%20V1.1%20Aug%2019%20web.pdf
https://www.uos.ac.uk/files/guidance-notes-applicants-april-2019doc
http://www.uos.ac.uk/jobs
mailto:jobs@uos.ac.uk

