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Job description
Department:
Student Services



Location:
Variable


Job title:
Disability and Dyslexia Team Mentor
Grade:
4
Responsible to:
Disability Support Services Manager
Main areas of 

responsibility:
1. To provide regular, ongoing support for students whose academic progress has been disrupted by disability, mental health difficulties or Asperger’s syndrome.

2. Offer non-subject specific study skills support to students in higher education.

3. To work collaboratively and continuously with students and Disability and Dyslexia Team (DDT) Support Officers with the aim of agreeing and providing support most suited to individual study needs.

4. To maintain the DDT’s commitment to the strict confidentiality of students’ personal information and to observe the team’s protocols and procedures.

5. To participate in training and supervision and to be aware of the need to continuously enhance the effectiveness of the role.

Specific duties:

1. To provide regular, ongoing support for students whose academic progress has been disrupted by disability, mental health difficulties or Asperger’s syndrome.

1.1 Accept referrals from DDT Support Officers and offer regular support to students with study needs arising from disability and mental health difficulties.

1.2 Develop supportive, empathic interpersonal relationships within professional boundaries with individual students.

1.3 Provide guidance for planning, starting and completing academic work, including written assignments, group presentations and revision for exams.    

1.4 Assist students to devise strategies for effective time management.

1.5 Aim to guide students towards devising strategies for personal motivation.

1.6 Encourage students to develop strategies for increasing independent study.

1.7 Plan each support session in advance with reference to student’s workload priorities. 

1.8 Respond to emerging difficulties in a manner consistent with early intervention.

1.9 Act upon own initiative with respect to minor problem solving and providing students with relevant information.

1.10 Gather and update information relevant to disability and mental health support resources within both the university and the wider community.

2. Offer non-subject specific study skills support to students in higher education.

2.1 Provide guidance concerning course demands, assessments and assignment deadlines.

2.2 Advise on self-organisation and time management.

2.3 Offer guidance on note-taking in lectures, participation in seminars and oral presentation skills.

2.4 Advise on research and reading techniques.

2.5 Provide guidance on essay and report writing skills (including planning and structuring, drafting skills and writing to length limits).

2.6 Assist with exam and revision techniques.

3. To work collaboratively and continuously with students and Disability and Dyslexia Team (DDT) Support Officers with the aim of agreeing and providing support most suited to individual study needs.

3.1 In cooperation with students and the relevant DDT Support Officers, identify and agree particular study needs.

3.2 In cooperation with students and the relevant DDT Support Officers, identify and agree support appropriate to particular study needs.

3.3 In cooperation with students and the relevant DDT Support Officers, periodically review and assess individual student’s particular study needs and support arising from these.

3.4 Seek guidance from the relevant DDT Support Officers relating to identifying emerging difficulties with an emphasis upon early intervention and crisis avoidance or management.

3.5 Refer to the relevant DDT Support Officers in the event of a student’s persistent non-attendance of support sessions. 

4. To maintain the DDT’s commitment to the strict confidentiality of students’ personal information and to observe the team’s protocols and procedures.

4.1 Keep accurate records of each support meeting, noting and explaining support provided and its effectiveness.

4.2 Following each support session, provide the relevant DDT Support Officers with a written record of its content. 

4.3 Ensure the confidentiality of all records relating to students’ personal information.

4.4 Record and follow-up on non-attendance of support sessions.

4.5 Keep to the policies, procedures and protocols of DDT.

4.6 Complete relevant documents relating to claims for payment, including timesheets for funding bodies, supported by student signature.

5. To participate in training and supervision and to be aware of the need to continuously enhance the effectiveness of the role.

5.1 Participate in regular, continuous caseload discussion with the relevant DDT Support Officers.

5.2 Participate in training identified as relevant to the post.

5.3 Attend as required team meetings and meetings with other university staff.

5.4 Fulfil any other duties as required by the relevant DDT Support Officers.

Selection criteria:
The criteria below indicate the qualities that are needed to do the job well. Candidates will be selected according to the extent to which they satisfy these criteria. Evidence of potential will also be considered. Most of the criteria must normally be met in order to qualify for selection.
Essential

· Demonstrable and proven experience (either paid or voluntary) of working individually with adults with disabilities or clinical mental health disorders.

· A degree or an equivalent level of analytical and problem solving ability.

· Ability to offer non-subject specific study skills support to students in higher education.

· Clear understanding that the role of student mentor has no direct therapeutic element and is limited to providing non subject-specific support for learning related difficulties (and that this support does not include proof reading of assignments).

· Ability to establish effective, formal interpersonal relations with disabled students appropriate to supporting learning difficulties arising from disability or mental health disorder.

· Ability to establish and work within effective professional boundaries.

· To be aware both of personal limitations and when to refer complex difficulties to the relevant disability support officer.

· Ability to establish needs arising from disability or mental health difficulties at Higher Education level, in cooperation with the student and the relevant disability support officer learning.

· Ability to facilitate effective communication between the student, the relevant academic department and the Disability and Dyslexia Team.

· Excellent time management and ability to organise own work with the ability to develop effective work systems and to apply own initiative to the day-to-day demands and priorities of the role.

· High level of literacy with excellent oral and written communication.

· Punctual and reliable.

Desirable

· Teaching or counselling qualification.

· Awareness of disability legislation and its applications within Higher Education institutions.

· An understanding of the difficulties encountered by disabled students within a Higher Education setting.

· Experience of record keeping. 

This job description sets out the duties of the post at the time it was drawn up. Such duties may vary from time to time without changing the general character of the duties or level of responsibility entailed.  Such variations are a common occurrence and cannot of themselves justify a reconsideration of the grading of the post.
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