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Job Description
	Job title:
	Disability Advisor

	Department/School:
	Student Support & Safeguarding

	Grade:
	6

	Location:
	University of Bath premises


	Job purpose

	Provide high-quality advice and support to disabled students by assessing and identifying needs, recommending relevant and personalised reasonable adjustments that enable them to access their studies and remove barriers to their success. 

Work collaboratively to co-ordinate support across a range of university professional services, academic departments, and external agencies regarding disabled student cases, establishing and maintaining strong working relationships with colleagues to ensure effective signposting and referrals in response to risk, complex need, or specialist services.




	Source and nature of management provided 

	Disability Advice Team Leader



	Staff management responsibility

	N/A



	Special conditions 

	The post holder will require a Disclosure & Barring Service (DBS) check.
The post holder will be expected to work from campus, from the University’s Virgil Building in the city of Bath, and from home where appropriate.



	Main duties and responsibilities 

	1
	Manage a caseload of ongoing advice and support for disabled students in- person and remotely, recording interactions, interventions, and case notes on an electronic cross-service case file management system.


	2
	Assess and identify individual student needs, recommending relevant personalised adjustments and interventions (e.g. for examination and assessment), disseminating clear information in a timely manner to a range of stakeholders and fellow service professionals.


	3
	Work collaboratively to advise and coordinate support across a range of internal professional services, academic departments, and external agencies regarding disabled student cases. Contribute to embedded processes that supports students throughout their student journey to ensure that the needs of disabled students are anticipated, identified, and implemented.


	4
	Assist disabled students to apply for specialist funded support (for example Disabled Students Allowance or equivalent funding sources) to meet their individual support needs and implement their recommended teaching and learning support.

	5
	Provide comprehensive pre-enrolment advice to prospective students to promote the support available and facilitate the successful transition to university, including managing the complexities of independent living and study. 


	6
	Contribute to the development and delivery of equality, diversity, and inclusion activities where appropriate, including contributing to staff training, student workshops, campaigns, social media, and events to aid the promotion and awareness raising of disability issues within the wider University community.


	7
	Contribute to University-wide procedures and policies relating to disability and equality legislation to ensure the needs of disabled students are at the forefront of service delivery as well as teaching and inclusive learning.


	8
	Prioritise and ensure disability-related knowledge remains up to date and engage in Continuing Professional Development activities (for example relating to legislation, assistive technology, and mechanisms to best support a range of disabilities).


	9
	Work flexibly, responsively, and collaboratively with other team members, taking account of the needs and priorities of the service at different times of year.


	10
	Establish effective working relationships with other professional teams both internally and externally to the University to enable effective signposting and referrals in response to risk, complex need, or specialist services.


	11
	Contribute to the development, delivery and evaluation of social interventions and activities (for example Autism Social Group and Beginning at Bath) to facilitate the wellbeing, transition into university and involvement of disabled students in the University community.


	You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager. You are required to follow all University policies and procedures at all times and take account of university guidance. 
The department offers hybrid working, however the exact number of days on campus each week may need to alter in relation to student demand through the year. The student-facing nature of this role and the requirement to provide a face-to-face service means that the post holder’s days working on campus will need to be agreed and committed to as part of the team’s overall operational planning.
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Person Specification

	Criteria
	Essential
	Desirable

	Qualifications
	
	

	First degree or equivalent experience. 
	x
	

	Relevant postgraduate qualification or professional experience.
	
	x

	Experience/Knowledge
	
	

	Casework management relating to advice and support of disabled students, preferably within a higher education setting. 
	x
	

	Broad experience of administrative processes and procedures in a professional or specialist service.
	x
	

	An understanding of the student experience and the HE context more broadly.
	
	x

	Experience of working within Student Support services in HE.
	
	x

	Thorough knowledge and understanding of equality, diversity, and inclusion principles and legislative requirements, as well as confidentiality and data protection. 
	x
	

	Proficiency in using institutional IT systems to manage student records and case management.
	x
	

	Skills
	
	

	Excellent customer service, communication, interpersonal, team-working and influencing skills.
	x
	

	Highly effective organisational skills. Able to organise, set priorities, and efficiently manage own workload.
	x
	

	Excellent IT skills, with experience of Office365 products, as well as an ability to use databases, case management, and other IT systems in support of tasks relating to primary purpose of role.
	x
	

	Attributes
	
	

	A professional, business-like approach.
	x
	

	Commitment and ability to achieve effective collaborative working across multi-disciplinary professional boundaries.
	x
	

	Willingness to work flexibly across Student Support and Safeguarding and develop related skills and knowledge.
	x
	

	Commitment to equality, diversity, and inclusion, and the maintenance of dignity and respect for all students and staff.
	x
	

	Reliable, resilient, and able to work effectively under pressure.
	x
	



Page 1


