

University of Sunderland 
Role profile 

Job title:
Student Adviser (Career Related Opportunities)

Grade:
C

Department:
Graduate Prospects, Student Journey

Location:
Sunderland Campuses

Reports to:
Student Opportunities Manager

Working hours:
37 hours per week
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The role: 
Motivated by the belief that every student has the potential to achieve life-changing success and make a society-shaping impact, this role will support the embedding of employability and enterprise across the University of Sunderland, and the creation of confident and motivated students who develop into professional, adaptable, and engaged graduates with rich and rewarding life and career prospects, by ensuring that:

· Front-line information and advice about student and graduate opportunities is effective, inclusive, positive and supportive.
· Students are aware of and can participate in work experience and career related events, fairs and opportunities and that online vacancy and event management systems are maintained.
· Increased student and graduate engagement are achieved by working with colleagues to devise innovative and creative awareness raising approaches.
 
The responsibilities:
· Delivery and co-ordination of the Professional Insight scheme to students.
· Assist colleagues to deliver a range of other career related opportunities and events.
· Work with colleagues and local employers to maintain and co-ordinate a steady flow of student opportunities.
· Provide a first point of contact service for targeted students, graduates and other stakeholders. Support any queries and issues, assessing appropriate options and referring to appropriate colleagues as necessary
· Be responsible for the monitoring and maintenance of relevant online bookings for appointments and events.
· Actively participate in the promotion of the CfGP’s functions and services to internal and external stakeholders.
· Effective use of web technology, social media and other marketing mechanisms to promote CfGP activities.
· Assist in the promotion of activities and events through attendance at University, Faculty and centrally organised events including Open Days, Freshers Fairs, and Induction sessions and Roadshows.
· To provide operational leadership in key functional areas by way of continuous improvement and customer satisfaction.
· Support the University in its commitment to improving and increasing the graduate prospects of our students through high quality employability and enterprise interactions.
· To develop links and relationships with the wider University community and external stakeholders to communicate and increase awareness of the CfGP’s agenda.
· Perform other such duties as the Student Opportunities Manager may from time to time require. 
Special circumstances:
There will be requirement to work additional hours (including weekends and evenings) at key periods during the year.

The benefits:
At The University of Sunderland, we are committed to creating a work environment where you can truly thrive. We recognise that our success is built on the dedication and talent of our people, which is why we have developed a benefits package designed to support you in every aspect of your life.

From generous annual leave and enhanced pay for important life events like maternity, paternity, or adoption, to flexible work options that help you balance life’s demands, we’ve got you covered. Our benefits also include access to our award-winning staff support networks, confidential employee assistance, discounts on major retail brands, leisure activities, travel to work, and more.

At Sunderland, we’re not just offering a job, we’re offering a place where you can grow, connect, and feel truly valued. 


	
	
	




	
	
	





Who we’re looking for
Your qualifications include:
· First degree or other higher education qualification

Your experience includes:

Experience of working in a fast paced, frontline, face to face, awareness raising, stakeholder animation, advisory and/or information-giving role. 
 Proven experience of working within a role that requires effective planning and organisational skills, strong attention to detail and an ability to deal with a variety of complex and/or unexpected situations. 
 Ability to develop and enhance systems and processes, and experience of using technology to do so. 
 Proven ability to work within a high performing team, to work without direct supervision and to take initiative; the judgment to know when to escalate problems. 
 Evidence of an enterprising and continuous improvement mindset, always seeking opportunities to understand impact and improve personal practices. 
 Evidence of successfully engaging and animating others through written, digital and oral communication skills with experience of public speaking and presenting to large groups. 
 Analytical and problem-solving skills with the ability to deliver accurate work to time, within periods of competing priorities and to high levels of customer satisfaction. 

 Experience of working in a Higher Education environment. 
 Knowledge and understanding of graduate employability and enterprise and the role they play in the decision making and development of students and graduates. 

What we’re looking for
Your expertise includes:
Service delivery
· Adapting services and systems to meet customers’ needs and identifies ways of improving standards. 
· Learns from complaints and takes action to resolve them. 
· Collates feedback and views from customers and keeps up-to-date with market trends to inform service development and make changes.
Oral Communication
· The role holder routinely explains more complicated non-routine matters/policies/procedures clearly by explaining technical/specialist terms commonly used in own area of work. Adapts the style of communication to the audience and ensures understanding.
Written and electronic communication
· Routinely required to understand, use and interpret technical/specialist terms commonly in use in own area of work and explain complicated non-routine matters/policies/procedures clearly through a range of appropriate methods and with consideration to the audience.
Knowledge and Experience
· The role holder applies knowledge and experience of professional and/or technical practice and interprets and shares knowledge by advising and guiding others as required.
· Undertakes periodic updating of skills and knowledge.
Pastoral Care and Welfare
· The role holder deals with individuals showing signs of distress, calms, reassures and where necessary and appropriate, initiates action by referring to others.
· Is the first point of contact for students or staff with sensitive and emotional situations
· Occasionally will be required to deal with difficult welfare situations with staff or students in accordance with the organisation’s policies and procedures, recognising when more complex situations should involve others
Planning and Organising Resources
· The role holder suggests ways of improving working practice and use of resources.
· Creates realistic plans to effectively manage own workload, prioritising work to meet personal and team objectives.
Teamwork and Motivation
· The role holder works as a proactive and collaborative member of a team, e.g. provides support and encouragement to less experienced team members, sets an example and shows a flexible approach to delivering team results.
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Culture Framework:
Our Culture Framework presents the way we do things at the University of Sunderland. It is a living document of our culture. It supports how we apply ourselves at work and it helps with our approach to making decisions and working with each other. 

It is woven into all our people policies and procedures, supporting how colleagues are managed, recognised, and developed. Our values are our shared principles as an institution. We undertake actions to make them come to life. If you decide that a career with us is perfect for you, then these principles will lead and motivate your work every single day.
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INCLUSIVE
We celebrate our diverse culture where everyone's contribution is welcomed and valued.

What role models do:
RESPECTFUL - Understand differences & respect Individuality
AUTHENTIC - Strive for honest & genuine interactions
DIVERSITY CHAMPIONS - Invite & listen to the views & opinions of others
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INSPIRING
We will provide an inspiring, enterprising, and empowering experience for our students and staff.

What role models do:
ENTHUSIASTIC - Bring pride to the work we do, championing the work of others and our University
ENCOURAGING - Motivate & support others through meaningful feedback
LIFE-LONG LEARNERS - Continually seek opportunities to develop & share learning with others
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INNOVATIVE 
We value people for their creativity and update our knowledge and practice to enhance the student experience and improve our institutional performance.

What role models do:
CREATIVE - Look inside & outside of the University for inspiration
CURIOUS - Open to ideas, asking questions & challenging respectfully
SOLUTIONS FINDERS - Look for ways to continually improve & taking risks to make it happen
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COLLABORATIVE 
We work together as a community with our partners and build lasting relationships to achieve our shared ambition.

What role models do:
ACCOUNTABLE - Take ownership of our own work and our impact on others
COMMITTED - Share information and knowledge with others
RELATIONSHIP BUILDERS - Work effectively in our own teams but also involve others outside of our immediate teams or the University
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EXCELLENT
We strive for EXCELLENCE in all that we do in teaching, learning, research and knowledge exchange, as well as in the services we provide to students and to each other.

To enable us to be excellent, we seek to act in ways that are INCLUSIVE, INSPIRING, INNOVATIVE & COLLABORATIVE.
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