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	POSITION DETAILS
	

	Position Title:
	Student Success Advisor 

	Position Number:
	00019882

	Classification:
	HEO6

	Faculty/Division:
	Division of Academic and Student Engagement

	School/Branch:
	Student Engagement & Success

	Reports to (position title):
	Student Success Team Leader 

	Delegations:
	N/A

	Special Conditions:
	· Reasonable workplace adjustments will be made for people with a disability

	Significant Working Relationships:
	· Coursework students
· Faculty Leadership Teams
· Heads of School
· School Business Managers
· Deputy Deans
· Academic staff
· Divisional support teams across the University



	POSITION SUMMARY

	The University of Adelaide is a large and successful university in Australia's Group of Eight research intensive universities, distinguished by its international reputation and commitment to innovation and excellence in research and teaching.

The Division of Academic and Student Engagement (DASE) partners with students, staff and the broader community to deliver an outstanding student experience. At the heart of the student experience are transformational opportunities in learning and teaching.

The Student Experience branch is responsible for providing services that deliver an excellent student experience. This includes administrative and support services to students as well as service to, and partnership with, academic staff in the development of a high-quality, engaging and relevant learning environment. 
The Student Experience branch is underpinned by two key foundations: 
· rich engagement with our student cohorts, clubs and societies to cultivate impactful partnerships; and 
· proactive student-centric support across the student lifecycle embedded in the learning and teaching experience to deliver increased student retention and success.

Student Engagement and Success ensures a rich student experience through delivery of proactive initiatives that support student connections, progression and success during their time at the University of Adelaide. The unit works closely with student representatives and is responsible for orientation, program advice, academic progress and initiatives that support student retention and completion.

Working under general direction the Senior Student Advisor works with the Team Leader, Student Success to proactively deliver front facing student support across the coursework student lifecycle (on-boarding to graduation). This includes key student lifecycle functions such as cohort/discipline-specific support and engagement, degree pathway advice, on-boarding, program/course advice, student counselling and consultation, retention/engagement activities, and graduation completions. A key component of this role is to ensure the delivery of holistic student case management in line with the development of a proactive student-centric service culture with a focus on increased student retention, engagement and success.



	KEY RESPONSIBILITIES

	Student Success Services
	· Provide front facing proactive student support across the coursework student lifecycle.
· Develop and implement a student-centric culture through the provision of excellent customer service to all stakeholders.
· Proactively provide holistic student case management with an emphasis on early intervention and resolution.
· Proactively contribute to the design of ongoing strategies to enhance the student experience and increase student retention, engagement and success.
· Work collaboratively with the Team Leader, Student Success to develop and implement responsive and effective cohort/discipline-specific student support and retention plans.
· Ensure a range of high-quality support, advice and service delivery is provided to students and staff, which is aimed at facilitating student success, promoting student engagement and transition, and contributing to the delivery of support for students at risk of non-completion of study, including:
· program advice
· degree pathway advice
· proactive student case management
· student performance management
· retention strategies and initiatives
· current student engagement (including activities and events)
· onboarding strategies and initiatives
· graduations/honours calculations and completions
· overseas exchange / study advice, and
· enquiry management.
· Provide advice to students, in relation to coursework related rules and entitlements, in accordance with University policies and procedures.
· Develop and prepare a range of standard reports, and contribute to the collection of information that supports planning and strategy and reports on the performance and success of the student success activities being implemented.
· Proactively collaborate with academic staff and relevant student groups to identify and respond to ongoing or new student support needs.
· Participate actively in a range of key student activities and programs, and provide information and advice to prospective students in support of the University’s student recruitment objectives.
· Contribute to the research and preparation of content for University publications, such as student onboarding and orientation resources.
· Acquire specialist knowledge of the University’s student administration system used to input student data as required.

	Students at Risk
	· Develop, implement, and evaluate, in collaboration with the broader Student Engagement and Success Team, high impact activities for the engagement and retention of students at risk of attrition and/or failure.
· Coordinate the development of individual plans to guide and support successful academic outcomes for at risk students.
· Support the Academic Progress process, including monitoring student performance against the program rules, and providing operational support for the implementation of program policies and processes.
· Facilitate the identification and organisation of additional learning requirements, such as language and maths support, as an addendum to each student support plan.
· Proactively monitor and ensure that student plans are implemented successfully, including identifying and addressing issues, and providing reports and recommendations, as required.

	Business Improvement
	· Contribute to the identification and implementation of ongoing business improvements, and recommending or advocating a range of projects and initiatives that are aimed at enhancing the student experience.

	Relationship Management
	· Contribute actively to the development of a proactive, highly responsive, student-focussed focused service and performance driven culture enabled by rich engagement with students.
· Contribute actively to the development and maintenance of collaborative interdisciplinary relationships and partnerships which support the achievement of student engagement and success delivery objectives.
· Contribute actively to the development of a collaborative service culture with academic stakeholders/partners in Schools and Faculties. 

	Other reasonable duties commensurate with classification level, including work in-situ across all University campuses and locations.



	PEOPLE MANAGEMENT RESPONSIBILITIES

	· N/A



	CAPABILITIES AND BEHAVIOURS

	Use the Capability Dictionary to identify the capabilities associated with the classification of this position.  Staff are required to read and understand the capabilities and associated behaviours that align with the classification of this position.



	UNIVERSITY EXPECTATIONS

	Staff are required to read, understand and comply with all University policies, procedures and reasonable direction, whilst demonstrating professional workplace behaviours in accordance with the University’s Code of Conduct



	STAFF VALUES AND BEHAVIOUR FRAMEWORK

	Our culture is one that welcomes all and embraces diversity consistent with our Staff Values and Behaviour Framework and our Values of integrity, respect, collegiality, excellence and discovery. We firmly believe that our people are our most valuable asset, so we work to grow and diversify the skills, knowledge and capability of all our staff.



	SELECTION CRITERIA

	Knowledge and Experience:
1. Proven record of actively contributing to the development of, and working effectively in, high-performance teams 
2. Proven record of championing a workplace culture defined by positivity, adaptability, energy, and the delivery of results 
3. Proven high-level of experience in the provision of front-facing student advice in a tertiary education environment, including the interpretation, application and customisation of complex rules and policy, such as the University’s Academic Program Rules.
4. Demonstrated ability to communicate, both verbally and in writing, in a succinct, professional and responsive manner and to work collaboratively to deliver student centric results.
5. Demonstrated high-level administrative experience, and using high level organisational and time management abilities, problem solving, sound judgement and initiative to deliver high quality outputs.
6. Demonstrated experience in managing multiple tasks with competing deadlines, implementing plans to achieve defined outcomes, and the ability to investigate, analyse and implement procedures.
7. Demonstrated experience in the application of the University’s Student Administration Systems in the delivery of high-quality student support and administrative services.
8. Demonstrated ability to promote the organisational values of integrity, respect, collegiality, excellence and discovery, and a commitment to positively comply with the associated behaviour expectations. 

Qualification/s:
· A degree with subsequent relevant experience; or 
· Extensive experience and specialist expertise or broad knowledge in technical or administrative fields; or 
· An equivalent combination of relevant experience and/or education/training.
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