Job Description 
	Job Title 
	Advice Caseworker

	Location
	4 Worcester Street, Oxford. We expect staff to be on-site up to 100% of the week during full term time and a minimum 60% of the week during vacation periods – dependent on service needs.

	
	22.5 hours per week (0.6 FTE) worked during core office hours of Monday-Friday 9am-5pm. To be worked across a minimum of 4 days. 

	Contract
	Permanent (subject to a successful six month probation)

	Salary
	£32,966 pro-rata (£19,779 actual for 0.6 FTE)

	Reporting to:
	Advocacy and Representation Manager



Oxford SU has just completed a large-scale organisational Transformation programme. We’ve reviewed every aspect of what we do, why we do it and how we do it. Our purpose is to represent the 26,000 students of Oxford University to the University, locally and nationally. Our impact is in the change that we’re able to deliver for our members in their academic interests. 
Oxford SU Advice is here to support students whilst they are at Oxford, whether it's by guiding them through the processes of the collegiate University or by helping them navigate the support options available at Oxford and beyond. This includes: 
· Academic matters such as academic appeals, academic misconduct allegations (plagiarism, collusion, cheating, AI usage), dispensation requests, exam difficulties, fitness to study, fitness to practice, mitigating circumstances.
· Complaints, including reports of sexual violence, harassment and discrimination
· Non-academic misconduct, including supporting those reported for sexual violence, harassment and discrimination. 
· Relevant appeal routes including the Proctors Office, Education Committee, Conference of Colleges Appeals Tribunal (CCAT) and the Office of the Independent Adjudicator (OIA).
We are the only independent information and advice support exclusively available to Oxford University students.
We’re looking for an empathetic, solution-focussed Advice Caseworker to deliver clear, high-quality information, advice and guidance to our members on these collegiate University regulations and procedures so that they feel equipped to take the decisions that are right for them in their circumstances.
Oxford SU is a student-led organisation. You’ll be working with exceptional staff, elected leaders and collegiate University to deliver the best support for our members – balancing your experience and expertise with active student representation and input. We work in a high-support, high-challenge environment, and are a small staff team which means our staff use their initiative and work together as a high performing team. 

Job Purpose
· Delivering high quality, information, advice and guidance to students who access SU Advice on collegiate University regulations and procedures across a range of platforms. 
· Ensuring students feel prepared and supported when attending formal and informal university meetings, panels and hearings. 
· Identifying policy issues and trends from casework to provide insights to support representation. 


Responsibilities 
 Casework (approx. 80% of job role) 

· Be the primary point of contact and referral for all enquiries, responding to student requests in a timely and appropriate manner. 
· Provide in‐depth advice and information to students across a range of formats on relevant college and University regulations, procedures and policies referring them to the appropriate sources of assistance where necessary. 
· Support students throughout their case by impartially and non-judgementally advising on appropriate options, reviewing correspondence and written statements and supporting them at formal and informal meetings. 
· Manage own caseload, prioritising in accordance with Oxford SU Advice procedures and keeping accurate and confidential case records. 
· Ensure all casework conforms to the policies and procedures of Oxford SU Advice including but not limited to: Data Protection, Complaints, Confidentiality, Conflict of Interest, Safeguarding. Identifying and escalating concerns in line with these policies as appropriate. 
· Maintain positive working relationships with internal and external stakeholders to effectively support student casework and uphold the reputation of Oxford SU.
· Keep up to date with legislation, policies and practices relevant to students in Higher Education and studying at the University of Oxford. 

Policy: (approx. 5% of job role)

· Consistently and accurately track trends and insights on the case management system.
· Work with the Advocacy and Representation Manager to proactively identify policy issues and trends from casework to support representation and insights work.
· Seek students’ informed consent to collect anonymised case studies for use in data and insights work.

Outreach: (approx. 5% of job role)

· Provide support for Open Days, Freshers Fair and other outreach events.
· Contribute where required to the induction and training of incoming elected officers and other student leaders.

General: (approx. 10% of job role)

· Promote the purpose and behaviours of Oxford SU through interactions with internal and external stakeholders.
· Adhere to and promote Oxford SU’s policies and organisational values.
· Attend meetings and training events as required.
· Engage in regular 1:1s and team meetings.







Person Specification 
	
	Essential
	Desirable

	Qualifications
	
	· Relevant professional qualification e.g. Information, Advice and Guidance; Advice Management; Community Engagement)
· Evidence of Continued Professional Development

	Experience 
	· Providing advice, guidance or casework support to individuals, particularly in complex or sensitive situations (in either a paid or voluntary capacity)
· Managing a caseload, including prioritising competing demands and maintaining accurate confidential records 
	· Use of a Case Management system
· Providing advice in a student-facing environment 
· Producing clear, accessible written information for a non-specialist audience  
· Supporting individuals who have reported, or been reported for, sexual violence/misconduct, using a trauma-informed, non-judgemental and impartial approach.


	Knowledge & Expertise
	· Understanding of the issues affecting students in Higher Education 
	· Key legislation and its relevance to students in Higher Education (such as Equality Act 2010 and Consumer Rights Act 2015)
· Understanding of collegiate University structures
· Issues relating to Equality, Diversity and Liberation

	Skills
	· Interpretation and application of regulations and legislation
· Ability to understand the complexity of cases and tailor advice and information accordingly, adapting style for different audiences 
· Active listening and empathetic communication during distressing situations 
· Attention to detail in reviewing statements, correspondence and maintaining records 
· Sound administrative skills including competency with standard IT software including Microsoft Outlook and Teams 
	· Effective case management in an independent manner without close supervision 
· Interpersonal skills and ability to build relationships across a complex collegiate system 

	Values and Behaviours
	· Flexible and hard working with a proactive working style
· Empathetic and non-judgemental for students whilst remaining boundaried
· Consistently striving to offer excellent, high quality and consistent support 
· Commitment to providing an inclusive, non-judgemental service that is accessible to all students, regardless of their circumstances or choices
· Able and willing to demonstrate Oxford SU’s values 
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