 	 
 

 	 
 

 	 
 






Job Description:
 Professional Service Positions
  
	Faculty/Directorate/Service Area:  
	Student Life  

	Job Title:  
	Professional Placements Coordinator  

	Department/Subject:  
	Employability & Placements  

	Salary:  
	Grade 6: £29,959 - £33,482 per annum together with NEST pension benefits

	Hours of work:  
	Full Time: 35 hours per week

	Number of positions:  
	1

	Contract:  
	This is a permanent contract  

	Location:  
	This position will be based across campuses, mainly Singleton and Bay Campus. 
This position will be based at Singleton Campus and St Davids Park as required.  

	Main Purpose of Post  

	1. Contribute to the development and maintenance of robust systems and processes for the successful administration of placements, working collaboratively with colleagues and following regulations and established procedures.   
2. Solve day-to-day problems in relation to placements, working closely with Academic Staff and the Team Lead to seek creative solutions and communicating outcomes to staff and students.   
3. Be responsible for preparing and processing documents relating to completing of practice hours in compliance with Professional Body regulations for professional registration.   
4. Be responsible for all aspects of administration of practice placements within the Department ensuring the smooth running of operations to the highest professional standards   
5. Be responsible for operational procedures for auditing practice placements across a range of providers.   
6. Engage with external IT systems to support placement processes and procedures   
7. Be responsible for the sourcing and managing of temporary living accommodation throughout Wales in relation to students on clinical and professional practice placements.   
8. Contribute to the preparation of practice placement statistical information for annual monitoring, periodic programme review, professional and regulatory monitoring, and other audit activities, working closely with colleagues in Quality and Education Services roles where necessary.   
9. Input to the process of programme planning in all matters relating to practice placements.   
10. Respond appropriately to student feedback, fostering an ongoing dialogue between staff and student representatives to continually improve the student experience.   
11. Plan the collection and dissemination of student feedback for practice placements, collaborating with colleagues across the service to foster a consistent approach.   
12. Deal with complex queries from/with colleagues in relation to placements, resolving student academic and welfare issues confidentially, diplomatically and with regard to accurate record keeping and communication of outcomes.   
13. Work closely with practice link tutors and Academic Staff to identify students at risk of failure or with problems whilst out on placement.   
14. Monitor student practice placement attendance to identify students at risk of non-completion and summarise attendance data for reporting purposes.   
15. Monitor student extenuating circumstances process and support collation of accurate information and documentary evidence to assist students and staff.   
16. Work with admissions to ensure pre-enrolment Fitness-to-Practice checks are completed on time.   
17. Input to Fitness to-Practice cases and processes in relation to issues that arise during placement.  
18. Where necessary ensure all DBS checks are completed to allow students to be placed in organisations that require them.   
19. Promote positive student engagement with the practice placement process.   
20. Promote student engagement with practice evaluation.   
21. Attend, schedule or minute take for meetings when requested.   
22. Support with supervision, training or line management as required within the team   
23. Other administrative or support tasks to support the overall delivery of employability and placements.   

	General Duties  
	24. To fully engage with the University’s Performance Enabling and Welsh language policies  
25. To promote equality and diversity in working practices and to maintain positive working relationships.  
26. To lead on the continual improvement of health and safety performance through a good understanding of the risk profile and the development of a positive health and safety culture.   
27. Any other duties as agreed by the Directorate / Service Area.  
28. To ensure that risk management is an integral part of any decision making process, by ensuring compliance with the University’s Risk Management Policy.  


  
 
 
	Professional  
Services Values  
	All Professional Services areas at Swansea University operate to a defined set of Core Values - Professional Services Values and it is an expectation that everyone is able to demonstrate a commitment to these values from the point of application through to the day to day delivery of their roles. Commitment to our values at  
Swansea University supports us in promoting equality and valuing diversity to utilise all the talent that we have.   

We are Professional  
We take pride in applying our knowledge, skills, creativity, integrity and judgement to deliver innovative, effective, efficient services and solutions of excellent quality.  
We Work Together           
We take pride in working in a proactive, collaborative environment of equality, trust, respect, co-operation and challenge to deliver services that strive to exceed the needs and expectations of customers.  
We Care  
We take responsibility for listening, understanding and responding flexibly to our students, colleagues, external partners and the public so that every contact they have with us is a personalised and positive experience. Commitment to our values at Swansea University supports us in promoting equality and valuing diversity to utilise all the talent that we have.  
  



	Person  
Specification  
  
	Essential Criteria: 
Values:  
· Demonstrable evidence of taking pride in delivering professional services and solutions  
· Ability to work together in an environment of equality, trust and respect to deliver services that strive to exceed the needs and expectations of customers.  
· Demonstrable evidence of providing a caring approach to all of your customers ensuring a personalised and positive experience   

Qualification: 
Educated to A Level (or equivalent experience)  

Experience:  
· Working knowledge of the requirements of practice placement delivery   
· Experience of working independently using own initiative   
· Experience of dealing with problems using good judgement to weigh up pros and cons of solutions and maintaining confidentiality    
· Significant experience of working in a busy office environment with responsibility for delivery and design of processes and services   
· Experience of significant multitasking in a work setting including the ability to organise own workload.   
· Experience of working with a wide range of stakeholders to deliver effective services.   

	 
	Knowledge and Skills:  
· Excellent IT skills, including use of MS Word, MS Excel and MS PowerPoint.  
· Excellent knowledge of administrative systems/processes; ability to devise, implement and improve systems and procedures. Experience of event or project evaluation and reporting.  
· Strong evidence of marketing, negotiating and influencing skills.  
· Strong evidence of excellent verbal and written communication skills.  
· Ability and experience of working on own initiative and setting own targets to ensure strategic objectives are met.  
· Strong planning and organisational skills to manage workload effectively and deliver on deadlines.  
· Use of social media as a communication tool.  
· Evidence of achieving set key objectives.   
· Evidence of delivering events, including the preparation of presentations etc.  

Desirable Criteria:  
· Ability to communicate in Welsh  
· Qualifications at a professional, further or higher education level.  
  

	Welsh  
Language Level  
	Level 1 – ‘a little’ - pronounce Welsh words. Able to answer the phone in Welsh (good morning / afternoon). Able to use very basic every-day words and phrases (thank you, please etc.). Level 1 can be reached by completing a one-hour training course.  
  
For more information about the Welsh Language Levels please refer to the Welsh Language Skills Assessment web page, which is available here.  

	Additional  
Information  
	Informal enquiries: Miss Alex Jones – alex.e.jones@swansea.ac.uk 
Shortlisting Date: TBC  
Interview Date: TBC  
  
A satisfactory DBS check (Enhanced) must be completed before a start date can be confirmed.
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