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                                                                                      Job Description
Job Title:

College Counsellor: Student Support
Responsible To:  
Assistant Manager Safeguarding and Resilience 
Job Purpose:
To provide an effective, confidential counselling service to students.
Principal Responsibilities

1. To provide an effective, flexible and adaptable response to the individual needs of students;
2. To create and maintain links with other relevant support agencies within the area and develop referral systems that are appropriate to client’s individual needs;
3. To work closely with the Assistant Manager: Safeguarding and Resilience and Student Support Team and be familiar with support systems within the College that can be accessed for individual clients;
4. To be involved in offering support to students about welfare issues which will include emotional issues and personal problems;
5. To be responsible for developing resources relating to student welfare and the service offered and make them available to students;
6. To work in conjunction with the Assistant Manager and Head of Student Support to contribute to a variety of training programmes including Tutorials, Child and Vulnerable Adult Protection training, Induction and wellbeing, programmes etc;
7. To participate in cross college events including open days, open evenings and enrolment;
8. To maintain a professional approach and operate within the British Association of Counselling/National Counselling Society Code of Ethics with particular reference to supervision, confidentiality and record keeping; 
9. To provide electronic evidence of record keeping, maintaining records of confidential meetings where appropriate, provide statistical returns when needed and contribute to an annual report in collaboration with the Assistant Manager: Safeguarding and Resilience
10. To keep abreast of recent developments and current research in counselling;
11. To undertake liason work where appropriate with schools, HE institutions, employers, parents, partner and local community organisations;
12. To make links with partner school counselling teams, particularly in line with transition and attend meetings as appropriate.

College Responsibilities 

1. To actively promote the Diversity agenda within the College;

2. To promote and ensure safe working practices in line with Health and Safety requirements;

3. To take an active part in all College quality systems; 

4. To contribute to and represent the overall visions and values of the College;
5. To comply with all College Information Security (IS) policies and procedures, attend relevant awareness training and apply information security principles when dealing with staff and student information, in line with ISO standard 27001;

6. To comply with the General Data Protection Regulation (GDPR), Data Protection Act 2018 and any relevant statutory requirements when processing staff and student personal data or work related data, and in accordance with any guidance or Code of Practice issued by the College;
7. To adhere to all College policies and procedures;
8. To undertake professional development as required; and
9. To undertake other appropriate duties as required by the line manager.

It should be noted that this job description merely provides a resume of the main duties and responsibilities of the post and will be subject to periodic review in conjunction with your Line Manager and the Human Resources Director which may lead to revisions in light of the operational requirements of the College.
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