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THE POST
Faculty/Service: 	Education & Student Support: Library 
Post: 			Academic Skills Adviser
Grade: 			F
Reporting To: 		Head of Academic Engagement and Skills
Responsible For: 	Associate Academic Skills Adviser / Project and student staff (where determined by line manager)
Location: 		Exeter

Job Description
Organisational context:
The University of Exeter has set out its vision to lead progress to a greener, healthier and socially just world in its Strategy 2030. The University Library has responded to this through a new strategy which will support our educational and research objectives as well as our regional and global ambitions. The library’s vision is to be known globally for bringing learning and research together and for building community. Over the next few years as we implement the library strategy, we will see new digital ways of working, the development of a whole library approach to skills provision and emphasise team wellbeing and development while we do it.
The university has campuses in Devon and Cornwall, this role will primarily support students based at the Devon campuses.

Main purpose of the job:
Ensuring that students have every opportunity to succeed in their academic endeavours is a core part of the university and library strategies. The Academic Skills Team provides academic study skills advice, support, and teaching to students across the University, ensuring that those skills also meet the needs of future employers. 

Aligning with the needs of specific academic disciplines, the service provides students with the confidence and ability to approach academic study independently, teaching robust strategies for success. By adopting the most up to date developments in pedagogy, the team ensures that skills programmes meet the needs of all users by designing and delivering digital and academic skills content, as well as tailored workshops and skills sessions to reflect students’ and staff’s varied needs. 

The team’s work is closely aligned to the University’s Education Strategy and Access and Participation Plan, and all Academic Skills staff are expected to monitor, review and evaluate the quality, impact and reach of their activities. This proactive role involves a high degree of collaborative working, facilitating and influencing across Professional Services and within the academic and student community.



Main duties and responsibilities:

Skills
1. Design and deliver programmes to students on academic and digital skills development with the aim of equipping students with the skills needed for academic success, and an understanding of how those skills transfer into graduate level employment or further study. 
2. Proactively initiate collaborations with academic and professional stakeholders to design and deliver appropriate programmes which are skill and discipline specific, supporting and promoting the development and delivery of academic and digital skills provision across all areas of the University.
3. Provide specialist input on generic and bespoke provision within the curriculum to the Library Senior Management Team, the Education Leadership Team, other Senior Education Committees, relevant working groups and similar as required. 
4. Responsible for the creation and regular updating of teaching and learning materials for delivery by the post holder or by team members.  
5. Provide a full range of academic and digital skills advice to students and staff, both online and face to face, to cohorts of all sizes, undertaking skills needs analysis with individuals on all aspects of academic skills.
6. Work in partnership with relevant Professional Services and Faculty staff, targeting students with additional support needs to align with the university’s Widening Participation agenda.    
7. Work with other managers in Professional Services as well as colleagues in Penryn to identify and devise improved approaches to service delivery; take a lead in developing new initiatives and group activities that promote collaborative communities of learners. The post holder will have a specific area of responsibility to develop and will be expected to participate in university-wide working groups.  
8. Actively market skills services, by producing high quality publicity materials and creative online content.

Wider responsibilities
9. Line management of the Academic Skills Support Officers, project staff, student staff and/or other staff, including supporting individuals’ wellbeing.  
10. Induct and mentor new Academic Skills Advisers, student-facing Library colleagues, and academic staff on the effective delivery of any teaching material the post holder has created.
11. Responsible for the delivery of projects and discrete pieces of work.
12. Initiate and develop networks, within and outside the university, to support the delivery of academic and digital skills.  
13. Network across the sector, including conferences and liaising with other universities to ensure delivery is consistent with competitors and sector trends, and influencing good practice.  Undertake proactive horizon scanning to ensure delivery remains fit for purpose.  
14. Provide relevant data, analysis and recommendations to support internal and external planning and reporting. 
15. Working in partnership with senior academics and the Access, Participation and Outreach team, plan and deliver targeted programmes for Widening Participation students to meet identified needs. 
16. Undertake impact evaluation activities to support the University’s Widening Participation obligations in accordance with established protocols.
17. Work in collaboration with Library and Academic Skills colleagues across all campuses to ensure provision is consistent and delivery is efficient. Such activity may take place at campuses in Exeter and Cornwall.
18. With the Head of Academic Engagement & Skills, make decisions on expenditure from the Widening Participation operational budget.
19. Deputise for the Head of Academic Engagement & Skills as required.


This job description summarises the main duties and accountabilities of the post and is not comprehensive. The post-holder may be required to undertake other duties of similar level and responsibility and will be expected to adopt a flexible approach to their work. 


Person Specification 
The successful candidate will need to demonstrate:

	
	Essential Requirements 

	Qualifications

	· A postgraduate HE teaching qualification (e.g. PGCHE) or working towards this. 
or 
· Equivalent professional experience.

· An undergraduate or postgraduate degree or equivalent experience.

· A willingness to acquire a Higher Education Academy Fellowship if not already obtained.


	Knowledge & 
Experience

	· Evidence of ability to develop and deliver pedagogically sound and inclusive academic and digital skills teaching activities, both online and via professional presentations and workshops.

· Knowledge of how academic and digital skills development supports current HE agendas.

· Experience or knowledge of planning and delivering programmes to support individuals or groups who are failing or experiencing significant difficulty or anxiety regarding their academic study.

· Experience of delivering excellent customer service and effectively handling complex enquiries.


	Skills
	· Excellent time management, organisation and planning skills.

· Excellent communication and interpersonal skills with students and staff at all levels, with the ability to work independently and collaboratively in a complex environment with a range of stakeholders.   

· Strong aptitude for the use of technology, with a willingness to incorporate new technologies into working practices. 


	Attitudes
	· Adaptability and ability to flourish in a changing environment.

· Innovative and proactive.


	Circumstances
	· Travel across all University campuses will be required, with occasional travel elsewhere in the UK and possibly overseas. 

· Some activities may require evening or weekend working. 
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