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	Student Services



Student Services provides a comprehensive welfare, advice and support service for all matriculated students, to ensure that a student’s experience at the University of St Andrews is successful and fulfilling. Our services include:

· The Advice and Support Centre (ASC), an information centre for students.

· Support plans for students with disabilities, including specific learning disabilities.

· Life and wellbeing advice.

· Counselling and mental health support.

· Financial advice and support.

· Advice on academic issues.
· A student Health Hub.

· A student experience programme and pastoral support for residents in university accommodation.
· 24/7 crisis support.
The unit aims to provide a wide range of sector-leading services, tailored to meet the requirements of the university and flexible enough to respond to changing circumstances. Our highly trained staff have knowledge of the wider university as well as experience of legislation and local external networks. Student Services staff are committed to the vision of working together to help students have an excellent university experience.

The unit employs over 65 members of professional, support and clerical staff and around 50 part-time members of staff in the halls of residence.

Student Services Counselling, Wellbeing and Mental Health Matching Care has been accredited by the Royal College of Psychiatrists in partnership with the British Psychological Society. We are the first Scottish service of any kind, and one of three universities in the UK, to achieve this award.

There are identified busier periods throughout the year and the service requires members of staff to react to unexpected emergencies when they arise. The unit is the first point of call for help for all students, both in chronic and acute emergency situations. The team works closely together in an atmosphere of collaboration and trust and provides ongoing support to each other as and when necessary.

The job description for this role is attached below.

	Job Description




	Job Title: Disability Adviser


School/Unit: Student Services
Reporting to: Assistant Director (Accessibility and Inclusion)
Job Family: Managerial, Specialist & Administrative
Fixed Term: Until 31 August 2025

	Working Hours: Part time / 14.5 hours per week (0.4 FTE)
Grade/Salary Range: Grade 6 / £37,099 - £44,263 per annum pro rata
Reference No: AD2492NB
Start Date: As soon as possible
Interview Date: 22 – 24 May 2024



	Main Purpose of Role


This post is fixed term to provide a period of cover during staff secondment. As such, the need for the post will cease to exist when the substantive post-holder returns.

To work as part of the Disability Team in delivering a quality student focused service in line with legislation. Your primary role will be to assess the needs of students with a declared disability (either physical or learning) to ensure that they have access to the information, support and adjustments they require in order for them to achieve their potential in academic studies. 
You will be responsible for providing expert and professional advice to a range of staff on supporting students with disabilities. You will work with and advise academic and other key staff in the area of disability. You will contribute to the development of disability policy and procedures. You will also deliver training to staff in the University on supporting students with disabilities.
	Key Duties and Responsibilities


1. Advise and support prospective students who declare a disability at prospective and application stage

2. Direct work with a caseload of students assessing their needs, recording and implementing tailored support packages for students

3. Undertake individual Needs assessments, making recommendations for reasonable adjustments, 
    preparing Needs Assessment reports for applications for Disabled Student Allowance (DSA) or other sources of funding

4. Assist students with their application for Disabled Students Allowance (DSA)

5. Liaise with IT staff regarding specialist equipment and support

6. Keeping up to date confidential notes for individual students and input appropriate data

7. Liaise with external agencies as appropriate

8. Advise Academic and other staff on best practice/legal responsibilities in relation to supporting students with disabilities

9. Provide training to a range of staff on supporting students with disabilities

10.Contribute to the development, delivery, evaluation and quality of support for students with disabilities

11. Assist in the selection and training of personal helpers eg notetakers, proofreaders

12. Keep abreast of new developments in relation to legislation, research, assessment and support for students

13. Liaise with schools, departments and units within the University in student situations that arise

14. Work collaboratively with other staff in Student Services eg Counsellors, Wardens

Please note that this job description is not exhaustive, and the role holder may be required to undertake other relevant duties commensurate with the grading of the post. Activities may be subject to amendment over time as the role develops and/or priorities and requirements evolve.
	Person Specification 


This section details the attributes e.g. skills, knowledge/qualifications and competencies which are required in order to undertake the full remit of this post.  

	Attributes 
	Essential
	Desirable 
	Means of Assessment

(i.e. application form, interview, test, presentation etc)



	Education & Qualifications 

(technical, professional, academic qualifications and training required) 


	Higher English or equivalent Degree

	Relevant Postgraduate Qualification
	Application form

	Experience & Knowledge

(examples of specific experience and knowledge sought) 


	Experience of assessing needs and supporting people with a range of disabilities in tertiary education including specific learning disabilities and mental health conditions 
Recent experience of legislation surrounding disabilities in education 
Experience of managing a busy case load 
Knowledge of a range of study skills and learning strategies to support students with disabilities

	Experience of working as a Disability Adviser in a University 
Experience of preparing Needs Assessments for DSA applications 
A working current knowledge of available specialist assistive technology 
Professional experience of supporting individuals with mental health or autism spectrum conditions
	Application form and interview, presentation and test

	Competencies & Skills

(e.g. effective communication skills, initiative, flexibility, leadership etc)   


	Excellent interpersonal skills with high levels of oral and written communication skills
Effective presentation skills 
Familiar with using standard computing systems 
Excellent organisational skills, and ability to work flexibly, independently and as a team
Understanding of and commitment to promoting equality and inclusion for people with disabilities

	
	Application form and interview, presentation & test


Essential Criteria – requirements without which a candidate would not be able to undertake the full remit of the role.  Applicants who have not clearly demonstrated in their application that they possess the essential requirements will normally be rejected at the short-listing stage. 

Desirable Criteria – requirements which would be useful for the candidate to hold.  When short-listing, these criteria will be considered when more than one applicant meets the essential requirements.  
	How to apply 


We encourage applicants to apply online at www.vacancies.st-andrews.ac.uk/welcome.aspx. 

If you have difficulties in completing the online application form, please call +44 (0)1334 462571 or contact vacancies@st-andrews.ac.uk for an application pack.  

In addition to the online form, a complete application should consist of:  

· Letter of application 

· CV

For all applications, please quote ref: AD2492NB

	Other Information  


Interviews will be held 22 – 24 May 2024.
This post will/may be primarily based at Eden Court, St Andrews. 
In accordance with the new immigration rules, it is with regret that this role does not meet the current suitability requirements set by the UKVI to enable sponsorship of migrant workers.  The University encourages all interested candidates to apply regardless of nationality and all applications received are assessed against the essential and desirable criteria listed in the further particulars.  The successful candidate will have to demonstrate their right to work in the UK prior to commencing employment and where required, obtain the right to work in the UK without relying on University sponsorship.  Information on other visa options is available at https://www.gov.uk/check-uk-visa or by contacting our HR Immigration Team on hrimmigration@st-andrews.ac.uk.
Before an appointment can be confirmed, you will be subject to a clear PVG (Protected Adults) check, initiated by the University.

Equality, diversity and inclusion are at the heart of the St Andrews experience.  We strive to create a fair and inclusive culture demonstrated through our commitment to diversity awards (Athena Swan, Carer Positive, LGBT Charter and Race Charters). We celebrate diversity by promoting profiles of BAME, LGBTIQ+ staff and supporting networks including the Staff BAME Network; Staff with Disabilities Network; Staff LGBTIQ+ Network; and the Staff Parents & Carers Network.  Full details available online: https://www.st-andrews.ac.uk/hr/edi/
The University of St Andrews is a charity registered in Scotland (No SC013532).
	Obligations as an Employee   


You have a duty to carry out your work in a safe manner in order not to endanger yourself or anyone else by your acts or omissions.   

You are required to comply with the University health and safety policy as it relates to your work activities, and to take appropriate action in case of an emergency.

You are required to undertake the Information Security Essentials computer-based training course and adhere to its principles alongside related University Policy and Regulations.

You are required to undertake all mandatory training as deemed appropriate by the University for your role. 
You are responsible for applying the University’s equality and diversity policies and principles 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 area of work/activities.

You should be adaptable to change, and be willing to acquire new skills and knowledge as applicable to the needs of the role.  

You may, with reasonable notice, be required to work within other Schools/Units within the University of St Andrews.

You have the responsibility to engage with the University’s environmental sustainability strategy, committing the University to reach net-zero by 2035. 

You are required to engage with the technology, systems and communication channels necessary for you to undertake your work and must update your personal details via HR Self Service whenever there is a change. 

Employees with staff management responsibilities must familiarize themselves with appropriate policies. 

	Who Are We? St Andrews At a Glance   


· The third oldest university in the English-speaking world.

· Ranked top UK university in the Guardian University Guide 2024.
· Ranked number one in the UK in the Times and Sunday Times Good University Guide 2024.
· Students at the University of St Andrews are more positive about their education than students at any other mainstream university in the National Student Survey 2023. 
· The University of St Andrews is Scotland’s top university and one of the top four universities in the UK in The Complete University Guide 2024.
· The University is top in the UK for Teaching Quality in the Daily Mail University Guide 2024.
· Research-intensive, more than 88% of research carried out by the University of St Andrews is world-leading or internationally excellent (Research Excellence Framework 2021).

· Athena SWAN Bronze Award holder
· A Strategy founded on ambition to be World-Leading, Diverse, Global, Entrepreneurial and Sustainable all underpinned by a commitment to socially responsibility.
· A community of 10,000 students and 3000 staff.

· Highly international – more than 30% of students and staff are from outwith the UK

· A non-campus university, closely integrated with the ancient town of St Andrews

· Top quality sports, music and nursery facilities for staff and students 

	University of St Andrews



Founded in the 15th century, St Andrews is Scotland’s first university and the third oldest in the English-speaking world. The University of St Andrews is one of Europe’s most research-intensive seats of learning. It is one of the top-rated universities in Europe for research, teaching quality, and student satisfaction. 
Today, under the leadership of Principal and Vice-Chancellor Professor Dame Sally Mapstone FRSE, the University’s Strategy is to broaden its global influence, with a focus on diversity, building a culture of entrepreneurship, research excellence, and social responsibility. 
St Andrews is committed to broadening digital education, enhancing the experience of our on-campus students, while bringing a St Andrews education to much wider global community.
From climate science and sustainable development to energy ethics and grass-roots level action across all the communities in which it operates, sustainability is at the heart of the University’s Strategic vision. World-leading research on sustainability is taking place across the breadth of the University, with researchers addressing key questions on the defining issue of our generation.
The University has set an ambitious target of carbon net zero by 2035, ten years ahead of the Scottish Government’s 2045 target.
St Andrews is ranked as the top university in the UK in The Guardian Guide 2024, and The Times and Sunday Times University Guide 2024. The Complete University Guide 2024 ranks St Andrews as the top university in Scotland, and fourth in the UK.
