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Job Description: Professional Service Positions

	Faculty/Directorate/Service Area:
	Swansea University, Student Life directorate 

	Job Title:
	Residential Life Coordinator 

	Department/Subject:
	Student Life 

	Salary:
	£29,959 - £33,482

	Hours of work:
	35 hours per week / based on a rota 

	Number of positions:
	3

	Contract:
	Fixed term position 1 year 

	Location:
	Based at the Bay Campus 



	Main Purpose of Post

	As a member of the Residence Life Team, you will enhance pastoral care in residences and improve student life by playing a key role in welcoming new students and supporting them with their transition to University.
Working alongside Student Life teams, Faculties, first responders ,accommodation and security teams, the Student Union and more, our team will foster a sense of belonging and connectedness for students in shared campus living.  By focusing on student engagement, the team will engender a positive, respectful and supportive campus community.
The team will identify and engage with vulnerable students who may be experiencing difficulties or showing signs of isolation, and respond pro-actively to initiate the appropriate support.
You will have shared responsibility for training and supporting a network of Residence Life Assistants, for the coordination of an engaging activities programme within our Residences on campus, and for capturing student feedback to develop innovative campaigns and strategies for improvement.
You must be a proactive and motivated individual who will have the ability to engage with a diverse range of people and quickly establish a rapport. You will be an enthusiastic, self-confident individual, who enjoys interacting with others. You will be able to contribute fully to the process of embedding the Residence Life Team as an essential function of the University and as part of our commitment to offer the best possible student experience at Swansea University.
Required to work a shift pattern including evenings and weekends. 
The post is  (35 hours per week) on a fixed term 12-month contract .
· Develop a positive working relationship with residents, including visiting accommodation and promoting the role of the Residence Life Coordinator, to assist new students with managing the transition into University and Residence Life by providing advice, information, signposting and guidance.
· Support and supervise a team of Residential Life Assistants in planning, promoting and delivering an inclusive, accessible and diverse Residence Life activity programme of social, wellbeing and community-building activities.
· Promote a sense of community and belonging and engage with vulnerable students who are struggling to adapt to university life, experiencing feelings of isolation, or at risk of dropping out.
· Monitor participation and gather feedback to continually improve and enhance the quality and impact of events and initiatives to promote student wellbeing and community. 
· Encourage a strong sense of community with the campus residences by promoting positive engagement and respectful living. 
· Be a visible, accessible presence in Residences by delivering regular ‘drop-ins’.
· Raise awareness of commonly experienced health and wellbeing issues which can affect students in their first, or subsequent years at University.
· Support students to resolve conflict or disputes and address early intervention behavioural concerns, by providing support, guidance and appropriate signposting. 
· Investigate and analyse specific issues within the Residence Life Programme, creating recommendation reports supported by advances within Residence Life
· Ensure the provision of the Residence Life Programme is delivered to the institution flexibly and proactively and adapt the delivery according to student needs.
· Collaborate and build close communication links with key stakeholders with the University’s Schools/Directorates and external bodies as required and make recommendations to establish or develop existing processes and procedures.
· Build positive working relationships with current students to achieve Residence Life Programme objectives.
· Develop and deliver training for staff and students as part of the Residence Life Programme.
· Identify and assess potential risks to student safety and wellbeing within the residential community and respond appropriately to incidents or welfare concerns, following institutional safeguarding and risk management procedures. 
· Signpost students to the relevant Services and facilitate onward referrals where appropriate.
·  Liaise with the Residence Life Manager, University Security, Support and Wellbeing Services, and other appropriate agencies such as the emergency services in the event of urgent / emergency situations.
· Undertake a variety of administrative duties to support the department and assist in open day events to enhance and promote the student experience.
· Ensure compliance with university policies, safeguarding responsibilities, and relevant legal frameworks (e.g. UKVI requirements for faith groups, Prevent Duty).


	General Duties
	· To fully engage with the University’s Performance Enabling and Welsh language policies 
· To promote equality and diversity in working practices and to maintain positive working relationships
· To ensure that risk management is an integral part of any decision-making process, by ensuring compliance with the University’s Risk Management Policy 
· Contribute to/support the delivery of belonging activities/initiatives across the University to ensure all our staff and students feel a strong sense of belonging at Swansea 
· Any other duties as agreed by the Faculty / Directorate / Service Area

	
Person Specification

	Essential Criteria: 
 
Professional Services 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 
 
Service Values & Approach:
· Commitment to inclusivity, equity, and engagement. 
· Ability to navigate sensitive discussions with impartiality, professionalism, and diplomacy and proactively engage with a diverse student group. 
 
Qualifications & Experience:

· Educated to A-level or equivalent experience in support-based services, student services, pastoral care, or a related discipline. 
· Experience supporting students or young adults in a community setting. 
· Proven experience in service coordination and delivery, engagement, or pastoral support roles. 
· Experience working in Higher Education, student services, or a support-based organisation. 
· Experience of working with external stakeholders, including statutory services and community groups. 
· Demonstrable knowledge of UK HE policies relating to student wellbeing and safeguarding. 
 
Knowledge and Skills:
· Excellent organisational skills with the ability to coordinate events and activities. 
· Proficient and confident using IT systems and digital platforms for communication, administration and programme coordination. 
· Ability to use social media effectively to engage and communicate with student audiences.
· Active listening, pastoral care, and mediation skills. 
· Strong stakeholder engagement and partnership-building skills. 
· Ability to manage sensitive reputational risks with discretion.
· Excellent written and verbal communication skills. 
 
Other Requirements:
· The role requires flexibility to work a shift pattern that will include evening and weekend working to support events, student engagement activities and provide appropriate support within the residential community. 
· A satisfactory DBS certificate must be provided before a start date can be confirmed 
Desirable Criteria:
· Fluency in Welsh.


	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
	
Reporting & Line Management 
Reports to: Student Intervention Manager: Julian James 
Informal enquiries: j.b james@swansea.ac.uk
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