BCUSU

Senior Student Adviser

Job Description

Purpose of role: - Deliver high-quality, independent advice and manage

complex casework that provides measurable benefit to
students.

- Responsible for day-to-day operational practice, whilst
supporting quality assurance, and service capability in
line with BCUSU values.

- Support advice insight generation, service
development, and influence at thematic level.

Location of work: City Centre and City South sites with the expectation to

work anywhere across the BCU campus as required.

Working hours: BCUSU operates an Agile Working Policy that provides

one day working from home and flexible working hours
according to business need.

Salary: Grade D
Responsible to: Advice Manager
Responsible for: Supervising Advisers
Team: Advice Team
Department: Engagement

Duties & Responsibilities:

1. Deliver high-quality, independent advice and manage complex casework
that provides measurable benefit to students

a)

Support the delivery of the Advice Service, ensuring delivery of a high-
quality, independent, and student-centred provision.

Manage a complex and high-risk caseload, including academic and serious
welfare issues.

Provide advanced advice, case preparation, and representation support.
Liaise with university departments and senior staff to progress and resolve
complex cases.

Maintain records suitable for audit, complaint, or legal scrutiny

Ensure all casework aligns with recognised standards, including those of
Advice Quality Standards.

Act as escalation point for high-risk cases and safeguarding concerns
Embody the culture of professional excellence, accountability, and
continuous improvement

Maintain clear escalation pathways and effective team working
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2. Responsible for day-to-day operational practice, whilst supporting quality
assurance, and service capability in line with BCUSU values
a) Act as first point of escalation for Student Advisers.
b) Provide day-to-day professional oversight and guidance, ensuring
consistency and quality of advice delivery.
c) Lead case discussions, knowledge-sharing, and team learning.
d) Support adviser development and induction.
e) Act as duty manager as required, ensuring operational continuity, service
delivery, and decision-making
f) Contribute to effective allocation and coordination of casework.
g) Contribute to quality assurance processes, including file reviews and
practice checks.
h) Ensure consistent, accurate, and audit-ready casework across the team
) Contribute to compliance with quality standards.
j)  Contribute to the development and review of advice service, including:
i. service processes
ii. digital resources
iii. annual plans
iv. evaluation and continuous improvement

3. Support advice insight generation, service development, and influence at
thematic level.
a) ldentify casework trends, risks, and systemic issues.

b) Ensure consistent and high-quality data capture across the team.

c) Translate insight into clear, evidence-based recommendations for change

d) Work collaboratively with Policy & Representation teams and Elected
Officers to shape campaigns, policy positions, and advocacy priorities as
delegated by Advice Manager.

e) Engage with university departments and stakeholders to influence
improvements at School and service level.

f) Contribute to insight reporting, briefings, and research activity.

g) Support development of campaigns and policy work with Elected Officers.

h) Lead delivery of workshops, outreach, and awareness activity.

i) Develop preventative interventions to reduce demand and improve student
outcome

j) Ensure advice content and resources remain accurate, accessible, and
effective

k) Support service coordination and day-to-day functioning

[) Work closely with Elected Officers on welfare, advocacy, and campaign
activity

4. General Duties

a) Uphold and demonstrate the values and expected staff behaviours of
BCUSU in working towards achieving the BCUSU vision and mission

b) Committed to working as part of a team, and in collaboration with the
wider BCUSU staff team, to support the delivery of BCUSU Strategy
2024+

c) Promote and ensure compliance with all BCUSU policies and procedures,
including but not limited to health & safety, GDPR, financial and HR.
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d) Complete all mandatory training and any other training and supervision
sessions identified as beneficial to the job role or post holder when
required

e) Promote the BCUSU equality, diversity & inclusion, wellbeing and
sustainability agendas, embedding principles within all relevant aspects of
the role to ensure BCUSU’s aspirations to be socially responsible and
supportive.

f) Make decisions within the defined level of responsibility

g) Effectively communicate with University Staff, Students and relevant
external stakeholders

h) Lead and/or actively participate in assigned BCUSU Working Group
(Equality, Diversity & Inclusion, Sustainable Development, Wellbeing in
the Workplace, Staff Experience)

i) Undertake other duties that may be assigned by the employer, as might
reasonably be expected within the grade of the post
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Person Specification

Shortlisting criteria and required experience:

Attribute Essential | Desirable
Relevant Advice training (e.g. Citizens Advice / AdviceUK) v
Level 3 Certificate in Advice & Guidance (or equivalent) or a v
willingness to complete within the first 6 months
Minimum 2 years’ experience of delivering advice and casework v
in a relevant setting
Experience of managing complex and sensitive cases v
Understanding of quality standards within advice provision (e.g.
AdviceUK)

Experience of conducting quality assurance activities (e.g. files v
reviews)

Experience of supporting or guiding others in a professional
context

Advanced communication and stakeholder engagement skills
Ability to manage complex, high-risk and emotionally
demanding cases

Strong analytical and problem-solving skills

Ability to ensure consistency and quality of practice

High level of accuracy and attention to detail, including audit-
ready recording-keeping

Ability to identify patterns and translate insight into practical
action

Experience of working with data to identify trends and issues v
Ability to work influence outcomes at department or v
school/college (or equivalent) level
Excellent standard of IT literacy, including Excel, Word, Outlook v
and Advice Management System (e.g. AdvicePro)
Resilience and ability to manage competing demands v
Experience of working with student representative structures or v
campaigns
Experience of contributing to service development or v
improvement
Experience of delivering training, workshops or outreach activity v

<

AN AN AN B N AN

<

Essential characteristics that will be needed to be successful in the role:
Person Specification

A team player, confident and happy to work alongside BCUSU staff of all levels
Proactive personality and ability to approach students

Ability to build effective relationships quickly

Reliable, self-motivated and results driven

Creative, willing to propose new ideas, and comfortable with change

Proven ability to be organised and have a meticulous eye for detail

A ‘can do’ attitude and energetic approach to getting the job done

A proactive and positive attitude towards learning and professional development
A commitment to the principles and practices of equity and diversity
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