               

JOB DESCRIPTION

POST:	Student Accommodation Manager

POST REF:	FAC/ACC01

DEPARTMENT:	Accommodation Services, Campus &   Residential Services

GRADE:	 	6

	
REPORTING TO:		Head of Campus and Residential Services
	
MANAGEMENT RESPONSIBILITY:      		Accommodation Officer
	Accommodation Assistants
	Graduate Interns
	Oversight of Residential Support Assistants

JOB PURPOSE:

The University’s accommodation team aims to provide a high quality service for students, which is appropriate and responsive to the needs of a diverse student population. The primary focus of this role is to ensure that high quality service and the provision of a positive student experience through the creation of a sense of community and belonging delivered alongside the efficient and effective management of the accommodation portfolio.

DUTIES AND RESPONSIBILITIES:

1. In conjunction with the Head of Campus & Residential Services, ensure the delivery and ongoing enhancement of a high-quality student experience in University residences and homestay, ensuring the needs and expectations of a diverse student population are met.
2. Establish, promote and maintain effective communication and positive working relationships with key teams within the University and develop productive relationships with external partners who support the provision of student accommodation.
3. Develop close and effective working relationships with colleagues in Student Services to ensure the effective provision of support and advice to students in relation to wellbeing issues.
4. Promote an environment within the Accommodation Services team that encourages everyone to respond positively and pro-actively to student complaints and concerns and seek to resolve issues in a timely manner.
5. Ensure responsive and effective advice and guidance for students living in private sector accommodation
6. Take a proactive approach to the promotion of positive student behaviour in University residences, 
7. Support the Head of Campus and Residential Services in the review and development of policies in relation to accommodating students in halls of residence, UMHs and in the private sector (including homestay).  Ensure the effective application and operation of policies.
8. Oversee the allocation of student accommodation for halls of residence, University managed housing and Homestay.
9. Manage the ongoing use and development of Kx Student (Accommodation management information system) including its link to SITS (student management information system).  Ensure the team effectively engage with the system and facilitate any necessary development.
10. Oversee the production of accommodation data and statistics in order to better understand our community and to assist senior colleagues in strategic decisions regarding accommodation provision.
11. Ensure sufficient Homestay Hosts for placing international students and that positive relationships are maintained so that concerns and issues can be addressed effectively and that Hosts feel part of the University community.
12. Ensure the Homestay accommodation operation accords with British Council regulations.
13. Support the Head of Campus and Residential Services in ensuring compliance with the UUK Approved Code of Practice for Student Accommodation
14. Manage direct reports including; setting objectives, monitoring performance and supporting staff in their personal and professional development.
15. Oversee the recruitment, training and management of a team of Residential Support Assistants 
16. Participate in Open Days, student promotional events and student arrivals weekends to provide advice and guidance to parents and students to assist students with settling into their new accommodation.  
17. Through own behaviour, contribute towards and promote an environment within the University residential community that is inclusive and welcomes and supports all students.

plus
· Any other duties as may reasonably be required.
· Ensure that the highest standards of professional performance are maintained
· Promote equal opportunities in the work of the department to include a commitment to the International Strategy of the University
· Ensure compliance with relevant legislation and statutory codes of practice, as advised
· Participate in the arrangements for performance review
· Ensure that professional skills are regularly updated through participation in training and development activities
· Ensure all University policies are implemented within the remit of this post

Health & Safety
Under the Health & Safety at Work Act 1974, whilst at work, members of staff must take reasonable care for their own health and safety and that of any other person who may be affected by their acts or omissions. 
 (
This is not a comprehensive definition of the post.  Postholders are expected to undertake any work that comes with the remit of the post’s main objective.  This job description will be kept under review and may be changed at any time subject to consultation with the postholder.
)




PERSON SPECIFICATION		

POST TITLE:     	Student Accommodation Manager 

DEPARTMENT:  		Accommodation Services		

The Person Specification focuses on the knowledge, skills, experience and qualifications required to undertake the role effectively. 

	REQUIREMENTS
The postholder must be able to demonstrate:
	ESSENTIAL (E)
DESIRABLE (D)

	MEASURED BY:
A     Application form
I      Interview
T/P Test/Presentation

	EDUCATION/TRAINING
(Academic, vocational/professional and other training)
	
	

	Good standard of education and/or a relevant vocational qualification (e.g. NVQ in hospitality, customer care, team leading, business administration etc.)

Degree or equivalent qualification

	
E



D

	
A



A


	KNOWLEDGE & EXPERIENCE
(e.g. report writing, office experience, Microsoft office)

	


	

	
Previous experience of working in a relevant field or similar role e.g. within the education or hospitality sectors.

Experience of managing, developing and motivating a team of staff to provide excellent customer service

Experience of managing a wide and diverse range of operations.

Experience of management information systems and MS office with evidence of developing new processes and procedures 

Understanding of how diversity issues may impact on students’ accommodation needs

Experience of student accommodation systems

Understanding of a wide range of housing issues 

Appreciation of the needs and expectations of students in higher education




	
E



E


D


E



E

        
D

D


E
	
A/I



A/I


I

              
A/I



A/I


A/I

A/I


A/I

	SKILLS/ATTRIBUTES 
(e.g. communication, interpersonal, decision-making, problem-solving)

	
	

	
Excellent interpersonal skills, able to build trust and effective relationships with colleagues and students.

Effective written and oral communication skills with the confidence to interact proactively with external partners and colleagues at all levels of the University

Influencing and advocacy skills in order to deal with problems between individuals and groups, and to promote good relations between different groups of students.

Ability to respond with resilience to changing circumstances

Ability to keep abreast of housing legislation and understand the statutory obligations of the university

Excellent organisational and time management skills with the ability to work in a pressurised environment and manage conflicting priorities

Commitment to continuous professional development

Commitment to equality & diversity

	
E



E



E



E


E


E



E

E
	
A/I



I



I



I


I


A/I



I

I



	SPECIAL FEATURES
(e.g. Travel, DBS)

Willingness to visit locations across the City where students reside.

Able to work occasional weekends to support Open Days and Student Arrivals


	


E


E



	


A/I


A/I
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