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PERSON SPECIFICATION
Student Advice Caseworker
Vacancy Ref: NXXX

	Criteria
	Essential/ Desirable
	Application Form / Supporting Statements/ Interview *

	[bookmark: _GoBack]Ability to articulate rationale for applying for this particular post within the Students Union.
	Essential
	Supporting statement/ interview

	Educated to degree level or equivalent professional qualifications or experience.
	Essential
	Application Form

	Understanding  of the current issues and themes affecting higher education students e.g. academic, welfare and social policy
	Essential
	Supporting Statement/Interview

	A minimum of 1 years’ experience of working with a case load of clients
	Essential 
	Application/ supporting statement

	A demonstrable understanding of current guidelines, legislation and best practice relating to support, advice and guidance.
	Essential
	Supporting Statement/Interview

	Ability to understand complex systems and cases, and identify the best course of action for specific cases. 
	Essential
	Supporting Statement/Interview

	Commitment to giving confidential, impartial, honest, non-judgemental advice
	Essential
	Supporting Statement/Interview

	Ability to listen and communicate effectively with a diverse range of students, responding to differing needs and perspectives in an accurate, concise and appropriate format.
	Essential
	Supporting Statement/Interview

	Excellent interpersonal skills with the ability to build appropriate relationships with people at all levels
	Essential
	Interview 

	Able to work effectively as part of a team with a flexible approach to work where necessary.
	Essential
	Supporting Statement/Interview

	Independent and self-reliant, able to prioritise own work, and work without close supervision
	Essential 
	Supporting statement/ interview

	Experience of using secure case management systems and maintaining comprehensive, confidential casework records.
	Essential
	Supporting Statement/Interview

	Experience working in an advice/information/advocacy giving environment e.g. Citizens Advice Bureau or other independent advice service.
	Desirable
	Application Form /Supporting Statement

	A formal qualification in Advice, Information & Guidance e.g. an NVQ Certificate or Diploma in Advice & Guidance.
	Desirable
	Application Form

	Experiencing of working in a student facing environment or in a comparable setting.
	Desirable
	Supporting Statements/ Interview
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