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 Description
	
	Vacancy No:

	Department
	Facilities (Campus & Residential Services)

	Job Title
	Residential Advisor – Manchester Campus 

	Direct report
	Residential Life Coordinator

	Duration of post
	Fixed Term September 2018 – July 2019

	Expected hours of work 
	4.5 to 10 hours per week


Main Purpose
The Residential Advisor role is available to full-time Manchester Metropolitan University students who are happy to live in university owned or leased accommodation. Working within the Residential Life Team you will provide a friendly and professional peer-to-peer welfare support service to students living in University accommodation in order to help them settle into life at Manchester Metropolitan University and support them throughout their stay in accommodation.
Main tasks
	To proactively visit and build supportive relationships with a group of allocated residents on a weekly basis, completing records after each shift. 
To conduct flat meetings discussing matters relevant to residence life (e.g. communal living).

To support and empower residents to find solutions to problems, signposting to other services as appropriate and escalating serious issues promptly.

To attend and actively participate in an initial training week and follow-up training, weekly team meetings, termly progress meetings and any other meetings relevant to the post.

To take part as a team in the organisation and running of social events within the residences, with the opportunity to organise events individually.
To inform residents of relevent student issues. This will include working as part of a team to deliver educational campaigns on various aspects of student life and wellbeing.

To communicate regularly with your team and Coodinator and in a timely fashion, as agreed at the start of the year.

On a rota basis, to provide an out-of-hours on-call service responding to residential student incidents and welfare emergencies during the evening and overnight, liaising with the Student Living and respective Accommodation’s team as appropriate.
To recognise  the boundaries of the role and work within them, seeking further advice and guidance from senior staff as necessary.
To make your room available for showing to prospective students and other visitors, if requested.

To ensure you observe University and Campus Services Policies and Procedures as communicated to you, including Health and Safety Policies.


Special Features

Work will be mostly during evenings and some weekend work is required. You will be required to work a minimum of one on-call shift per week 6.00pm-6.00am.
Miscellaneous

You have a legal duty, so far as is reasonably practicable, to ensure that you do not endanger yourself or anyone else by your acts or omissions. In addition you must cooperate with the University on health and safety matters and must not interfere or misuse anything provided for health, safety and welfare purposes.

You are responsible for applying the University’s Equal Opportunities Policy in your own area of responsibility and in your general conduct.

You have a responsibility to promote high levels of customer care within your own areas of work.

You are expected to engage in the setting of objectives in order to assist in the monitoring and development of performance.

You may be required to undertake a specific Health & Safety role, commensurate with your role, to support the University in meeting its statutory Health & Safety obligations. This could include acting as a DSE Assessor, First Aider, Fire Marshall or Departmental Safety Co-ordinator. The allocation of such roles will be subject to the provision of appropriate training and assessment of competence.

You have the responsibility to engage with the University’s commitment to Environmental Sustainability in order to reduce its waste, energy consumption and carbon footprintBenefits of this Grade 2 Post (Based on Internships)
· Acquire the knowledge and skills needed to work in a service oriented environment with student facing support around creative practices

· Understand how academically housed arts organisations (AAC) work  and be a part of a team that continually aims to maximise its benefits to our students 

· Acquire the skills and knowledge of liaising with different external and internal stakeholders

· Understand HE agendas of widening participation, community engagement and its links to recruitment and employability
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Role Specification
	Job Title:
	Residential Advisor
	Vacancy No:
	

	MMU Department:
	Facilities (Campus & Residential Services)

	MMU Section:
	Student Living

	MMU Unit:
	Student Living Residential Life

	In order to be shortlisted you must demonstrate that you meet all the essential criteria that will be assessed at the short-listing stage, and as many of the desirable criteria as possible. Where we have a large number of applications that meet all of the essential criteria, we will then use the desirable criteria to produce the shortlist.

All disabled candidates who meet the minimum essential criteria will be included on the shortlist.


	Attributes
	Item
	Relevant Criteria
	How Identified
	Rank

	1 
	Skills & Abilities
	1.1



1.2


1.3



1.4
	Good oral and written communication skills and ability to interact with a broad range of customers.

Highly motivated and able to work as a member of a team.

Ability to use iniative and judgement to resolve issues and prioritise duties effectively to meet agreed deadlines.

Ability to use appropriate computer systems and software packages, including Microsoft Word, Access, Excel, or equivalent.
	A/I



A/I


A/I


A/I

	E



E


E


E


	2
	General & Special Knowledge
	2.1


2.2

	Awareness and understanding of importance of good customer service.

Knowledge and understanding of:

· the key welfare and diversity issues for students and staff in Higher Education

· working with students in the community and the associated issues.

	A/I


A/I
	E



D

	3
	Education & Training
	3.1

	Must be a current Manchester Metropolitan University student studying a full time undergraduate or postgraduate degree programme. 
	A

	E


	4
	Relevant Experience
	4.1

	Experience of living in student accomodation, including Manchester Metropolitan University or private halls. 
	A/I

	E


	5
	Special Requirements
	5.1

5.2

5.3  
	There is a requirement for Residential Advisors to live in Manchester Metropolitan University owned or leased accommodation
You will be required to work a minimum of one evening shift per week including occasional weekend work and one shift per week on-call overnight 6.00pm-6.00am.


You will be required to attend the Residential Advisor training week Sunday 2 September – Friday 7 September 2018 as well as further training. 

	A/I
A/1
A/1
	E

E

E

	Date Revised:
	November 2017 

	Key:
	How Identified
	A
	Application

	
	
	I
	Interview

	
	
	T
	Test

	
	
	C
	Copy of Certificates

	
	
	P
	Presentation

	
	Rank
	E
	Essential

	
	
	D
	Desirable



