 
 
	 
JOB DESCRIPTION  
 

	JOB TITLE 
	Academic Support Officer

	REPORTING LINE 
	Head of Student Success

	KEY INTERNAL CONTACTS 
	Head of Student Success; Academic Director- Student Success, Continuation and Quality; Director of Studies, Director of Studies Officers, Faculty Office, Heads of Department, Head of Wellbeing, Module Leaders (especially Level 3). Head of LTA, Academics and students.

	KEY EXTERNAL CONTACTS 
	ARU Learning and Teaching

	OVERALL JOB PURPOSE 
	To support the Head of Student Success in providing appropriate academic interventions with students

	KEY RESPONSIBILITIES 
	Student support
· Offer student support at undergraduate and/or postgraduate level of study, either individually bookable 1-2-1 meetings (face-to-face/Zoom) or as a member of a teaching team.
· Supervise the work of students in a timely, professional and supportive manner, providing necessary advice on study skills, research methods, assessment work.
· Conduct initial consultation to help understand feedback.
· Offer appropriate advice, feedback, support, and encouragement to students, in both an academic and personal tutor role.

Academic integrity
· Reviewing and making decisions on allegations of academic misconduct.
· Conducting academic integrity review meetings with students.
· Promoting correct academic practice, ensuring prior assessment offences are understood and not repeated.
· General administration of academic integrity process

Student study plan management
· Provide advice to studies on progression and study plans.
· Understanding assignment briefs, compartmentalising learning outcomes, support with roadmaps and time management. 
· Provide advice to studies on intermission, extensions and exceptional circumstances.
· Liaise with the Wellbeing Team on individual cases.

Student experience
· Working on various projects related to improving the student experience, as and when the need arises. 
· Design, develop and implement academic study skills/ language support workshops and other support mechanisms to meet the requirements of students. 

	OTHER KEY RESPONSIBILITIES
	· Participate in Welcome Week as required, including preparation and delivery. 
· Attend relevant departmental and faculty meetings as required. 
· Attend graduation ceremonies. 
· Any other reasonable activity aimed at student success.

	KPIs
	· Improved achievement
· Improved continuation

	[bookmark: _GoBack]EDUCATIONAL REQUIREMENTS 
	Essential  
· Education to Honours degree level or equivalent
 
Desirable 
· Honours degree in a subject area aligned to the ARUL academic portfolio  
· Masters degree 
· Teaching qualification
· Fellowship of HE Academy 

	EXPERIENCE 
REQUIREMENTS 
	Essential 
· Experience in delivering education, training or staff development. 
· Capability to develop a detailed understanding of the University’s academic regulations
 
Desirable  
· Experience of advising students
· Familiarity of ARUL degree courses
· Practical experience in chosen specialism 
· Teaching experience  
· Assessment experience 
· Administrative experience 


	KNOWLEDGE/SKILLS 
	Essential  
· The ability to balance empathy and discipline in appropriate measure, depending on the circumstance
· Ability to engage positively with students who are experiencing difficult circumstances.
· Ability to remain calm in challenging situations.
· Excellent written and oral communication skills.
· Good administrative and IT skills.
· Excellent analytical skills.
· Ability to think innovatively. 
· Ability to plan ahead and meet deadlines.
· Expertise in your subject area.
· Enthusiasm for your specialist area and the ability to pass this passion on to your students and peers. 
· Professional and well organised, with excellent attention to detail and a flexible approach to work.
· Ability to work effectively as an individual and as part of a team.
· Student-centred approach, with enthusiasm for transformative higher education. 
· Ability to address priorities and meet deadlines 
· Ability to work collaboratively with team members across the university to share information, make connections and improve the support we deliver.

Desirable 
· Ability to contribute to curriculum development, process improvement and quality assurance issues.


	OTHER
	· Willingness to travel between ARU London buildings / locations.
· Commitment to equality and diversity.
· Commitment to comply Health and Safety regulations and ARUL Policies and Procedures.
· Commitment to comply with Data Protection Act 2018 and GDPR principles / requirements.


 
