
 
 
JOB DESCRIPTION 
 
This job description does not form part of the contract of employment but is provided for 
guidance.  The precise duties and responsibilities of any job may be expected to change over 
time: job holders will be consulted over any proposed changes before implementation. 
 
Job title: Head of Counselling, Wellbeing & Residences 
 
Reports to: Director of Student & Academic Services 
 
Grade:  Level 1 
 
Purpose: 

Lead the development and implementation of the professional support and services, and 
relevant policies, practices and procedures, related to Student Counselling, Wellbeing and 
Residences, consulting with appropriate staff and stakeholders, in particular with the University 
Safety, Health & Wellbeing team and the Students Union; creating a culture which enables an 
outstanding student experience; ensuring that all provision complies with regulatory, statutory 
and legislative requirements; delivering relevant University KPls and targets annually, 
ensuring timely management reporting and audit are undertaken; working collaboratively with 
academic and Professional Services teams and in keeping with the values of the University.  

 
Principal accountabilities: 
 
The post holder will: 
 
1. Lead and manage the maintenance and improvement of the provision of an integrated 

professional advisory service for all students, ensuring the quality and consistency of all 
professional services within the scope of the portfolio, using national standards where 
applicable. To: a) make best use of technology-enabled solutions where relevant; b) 
ensure all services are accessible for all students; c) develop resources and services 
that meet evolving student needs. The post holder will liaise with relevant academic and 
Professional Services staff at all levels and strengthen links to appropriate University 
Strategies, making a major contribution to delivering on the aspirations of the Student 
Charter. The post holder will maintain contacts with external bodies whose activities may 
influence student health, safety and wellbeing at the university. 

 
2. Develop and implement an operational plan to deliver relevant University KPIs and 

targets annually, within the context of the 3 - 5 year planning cycle, and in 
accordance with the University’s priorities; report on strategic and operational 
activities; monitor, evaluate, and produce reports using financial and other data from 
relevant staff and systems; ensure that the production of records and reports 
complies with University procedures and legislative requirements. 

 
3. Lead and manage the teams which deliver all activities in the portfolio, ensuring that; all 

relevant people management policies are effectively implemented, modelling good 
practice line management; all staff and managers engage with the University’s PPDR 
process, deliver their personal objectives and complete all agreed personal development 
activities. 
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4. Manage the University’s policy and processes in relation to student well-being; 
specifically to own the Student Well Being Strategy and the associated implementation 
plan. Acting as the Principal Student Safeguarding Officer for the University (as specified 
in the University Safeguarding Framework). 

 
5. Manage partnership activities agreed between the Director and the CEO of University 

of Westminster Students’ Union (UWSU) to support the delivery of the Student Charter 
and reflect both partners’ intentions to optimise the student experience at the University. 

 
6. Oversee and report on the development, implementation and maintenance of a revised 

set of processes for awarding, administering, recording and reporting the range of 
financial support available to students, including US Federal loans and all Scholarships, 
ensuring adherence to regulatory, legislative and local compliance, facilitating effective 
and timely communications with agencies, students, sponsors/donors, as appropriate, 
and continuously reviewing policies and agreements designed to support specific groups 
of students within a diversity and equality and widening participation context to ensure 
fair access for all. 

 
7. Oversee and report on the provision of faith-based/spiritual pastoral care at the 

University, in the context of a multi-faith community at a pluralist institution, ensuring this 
forms part of the overall wellbeing support available to students. 

 
8. Develop the University’s Residential Life strategy across our Halls, accommodation 

partners and other accommodation options open to students, working closely with all 
stakeholders to ensure an excellent student experience that underpins academic 
achievement and enables students to derive maximum value from extra- and co-
curricular activities. 

 
9. Lead and manage the University provision of contracted-out student health services 

including the provision of an appropriate out-of-hours response service in the case of 
student related emergencies. Within this context, the post holder will manage all issues 
related to the Fitness to Study Procedures ensuring that the Director is kept informed of 
all developments and providing specialist advice and guidance on the welfare of 
students to other relevant senior staff.  

 
10. Manage the design, development and implementation of a systematic way of recording 

and tracking student health and well-being activities across the University. The post 
holder will set user key performance indicators (KPIs) to measure progress against 
targets that are relevant and fit for purpose. 

 
11. Undertake environmental scanning and analysis of trends in student needs and 

satisfaction, year on year, providing relevant information for the management team and 
other relevant Committees and Groups, liaising with relevant academic and Professional 
Services staff at all levels and strengthening links to appropriate University Strategies. 

 
12. Be the business owner for the systems and web services which directly deliver the 

activities within the remit of the post holder; maintain a strong working relationship with 
Information Systems and Services, which is responsible for the University’s business 
systems and services. 

 
13. Shape and contribute to the strategic development of the Directorate as a member of 

the SAS Senior Management Team, working with other members of the team to 
integrate services and provide a coherent experience for students, researchers and 
teaching staff, alongside Professional Services colleagues who are supported by the 
Directorates activities. 
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14. To undertake such other duties within their competence as may be requested by the 

Director of Student and Academic Services.  
 
Context 
 
This is a new senior management post in Student & Academic Services (SAS), a recently 
formed Directorate within the University’s Professional Services Group. The post holder will 
lead the services within their remit to create a coherent well-being experience for students 
which is fully aligned with other SAS teams, activities across Professional Services and which 
complements the academic offer. 
 
SAS provides professional, efficient, effective and consistent researcher and student-focused 
support and services across the University’s main sites in the West End and at Harrow. It will 
lead on professional support for a wide range of governance, research, learning and wellbeing 
interventions that enhance the experience of students, staff and alumni throughout their 
relationship with the University. 
 
The service components of SAS are below, those asterisked are led by the Head of 
Counselling, Wellbeing and Residences: 
 

 Advice and Funding* 

 Careers and Employability Service  

 Disability Learning Support  

 Interfaith Advice*  

 Learning Innovation and Digital Engagement  

 Library Services  

 Research and Scholarly Communications  

 Research Office  

 Student Residences*  

 Student Counselling*  

 University Records and Archives 
 
The post is based in the West End but the post holder may be expected to work at any of the 
University sites as required. 
 
Key to the success of this new role is the creation of a coherent service which maximizes the 
synergies between all the teams and draws on the different professional disciplines to enable 
the University to deliver its priorities and meet its statutory obligations. 
 
The post holder is required to represent the Director on University level committees (or attend 
for specific items of business). They will be expected to represent the University in appropriate 
external and national fora in respect of professional functions. They will contribute to strategic 
and operational planning for the University’s international activities, and may be required to 
undertake international travel. 
 
The post holder will champion innovation and improvement in services, providing leadership 
to staff in their teams and expert advice to senior management. Collaboration within SAS and 
with internal and external partners will also be a key activity, including service planning based 
on active partnership with key stakeholders. 
 
The post-holder will support delivery of services in relation to the University’s aspirations to 
deliver exceptional student experience and in line with relevant strategies. They will be 
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expected to articulate the SAS strategy within the context of current restructuring not just of 
SAS but of Professional Services as a whole. 
 
The University operates a large and complex range of cloud based web services and systems; 
the post holder is responsible for all such systems, which directly deliver the activities within 
the remit of the post. They maintain a strong working relationship with Information Systems 
and Services, which is responsible for the University’s business systems and services, many 
of which are critical to the post holder’s role. 
 
They will be expected to use a project management framework in order to manage increasing 
demands. 
 
SAS makes a significant contribution to the University’s key metrics, including NSS, TEF and 
REF. 
 
The Professional Services Departments work collaboratively within one resource envelope to 
contribute to the continuing success of the University. Recent reviews and restructures have 
taken forward a long term aim to work within a matrix structure that enables flexible 
deployment of staff, as and when needed. Pro-active and participative approaches to 
administration are encouraged and all senior management post holders are expected to work 
collaboratively with networks of staff across the University, fostering good relationships across 
departmental boundaries, to support applicants and students. Good working relationships 
between these departments are viewed as essential to the provision of a quality support 
service for students and other staff, both within the University and within its partner institutions. 
 
All Departments are expected to think creatively about the effectiveness of the University’s 
administration and to initiate change and innovation in accordance with the needs and 
expectations of Westminster as a modern, professional, international university. Key to the 
success of the professional support functions is the need to continue to develop positive, 
forward-looking, relationships with academic colleagues and to foster a service ethos whereby 
efficient, effective and consistent support frameworks, policies and processes are developed 
in partnership with academic colleagues; innovation is supported and encouraged, and all 
activities support the achievement of University objectives by enhancing the quality of the 
student and staff experience. 
 
The University requires all post holders to have an understanding of individual health and 
safety responsibilities and an awareness of the risks in the work environment, together with 
their potential impact on both individual work and that of others. 
 
Dimensions 

 Line management responsibility for up to 5 direct reports and indirect responsibility for the 
leadership of circa 35 staff working in a range of locations. 

 Contract responsibility for the Student Health Service run by Marylebone Health Centre 
(on a three year renewable contract)  

 The post-holder will be the Principal Designated Safeguarding Officer for Students 

 Staffing budget approx. £1.5M 

 Deputising for Director of Student & Academic Services 

 Administration and supervision of the £2.9m in Westminster Scholarships and a QHT 
Funded Projects 

 Occasional responsibility for the deployment of project budget(s) and/or associated 
financial records. 

 Member of Student and Academic Services Senior Management Team 

 Member of all relevant University Committees and working groups 

 All appointments are made on the understanding that staff will serve at any of the 
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service points should the need arise 

 The University operates seven days a week and some student services are open in 
the evenings and weekends.  This might on occasion require the working of unsocial 
hours 

 
Key Relationships 

 DVC Student Experience 

 Chairs and members of Teaching and Student Experience Committees 

 Professional Services Directors with responsibilities for student-facing services 

 Senior staff in the Centre for Teaching Innovation  

 College or School specific appointments with a cross-College or School role linked to 

learning, teaching and/or the student experience 

 Heads of College 

 Heads of Schools 

 Officers and staff of University of Westminster Student Union and other representative 

student groups 

 Senior staff in Information Systems and Support 

 Senior staff in Planning and Performance 

 Senior staff in Human Resources 

 Senior staff in Estates 

 Senior staff responsible for Communications, Marketing, Recruitment and External 

Affairs 

 Partner Colleges – UK and overseas 

 Peer role holders from other Universities 

 Relevant external bodies including, AMOSSHE, UKISA, Student Finance England, 

Student Loans Company 

 

June 2018 
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PERSON SPECIFICATION 
Head of Counselling, Wellbeing and Residences 
 
Shortlisting is carried out on the basis of the evidence candidates offer in all areas of this 
specification 
 

 Essential Desirable 

 
Qualifications and 
experience 
 

A relevant first degree or 
equivalent practical 
experience that 
demonstrates relevant levels 
of knowledge and skills 

 

A relevant accredited 
professional qualification or 
CPD programme completion 
in one of the core 
professional practice areas 
within the remit of the post 

 

A management qualification 
or equivalent practical 
experience that 
demonstrates relevant levels 
of knowledge and skills 
(Level 5 or equivalent) 

 

Evidence of relevant external 
professional activity at a 
regional or national level 

 

A track record of successful 
delivery in developing, 
managing and operation of 
student wellbeing services 
including provision of front 
facing services, in a complex, 
demanding and 
multifunctional user- focused 
environment, both in a 
professional and managerial 
capacity 

 

Membership of a 
relevant professional 
body 

 
A formal management 
qualification 
 
A track record of 
success in project 
scoping and 
implementation 

 
Legislative 
knowledge of the 
Prevent programme 
and applied 
experience of its 
implementation 
 
Experience of 
working with student 
accommodation 
services, preferably 
with a focus on well-
being 

 
 
 

  

 Successful experience of 
managing staff from 
different professional 
backgrounds to deliver 
exceptional services 
 

Experience of contributing to, 

developing, and/or 
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implementing strategy in 

all/some of the functional 

areas which are in the remit 

of the postholder 

 
 Knowledge of how student 

wellbeing contributes to the 

delivery of strategic 

objectives in higher 

education, including in 

relation to statutory 

obligations 

 

 

 Knowledge of the 
challenges facing higher 
education 

 

 

 Knowledge of the 
application of IT to the 
development and delivery of 
student wellbeing services 
 

 

 A demonstrable record of 
achieving targets and 
objectives 
 
Experience of effective 
resource management 
including budgets (circa 
£1M+) 
 

 
  
  
  

 Experience of successfully 
leading and implementing 
change processes 
 

 

 Experience of contributing 
positively as a member of a 
senior team with the 
accompanying demands and 
responsibilities 
 

 

 Experience of effective 
decision-making with wide 
reaching organisational 
impacts 
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Aptitudes and Abilities 

 
 
 
 

Organisational management; 
including implementing plans 
and strategy and taking 
responsibility for the 
successful delivery of all 
aspects of work 
 
Communication, written and 
oral; including the ability to 
present and receive complex 
ideas with clarity and to 
ensure other staff 
understand these ideas 
 
Interpersonal relations; 
including the ability to 
question others effectively in 
order to understand ideas, 
comprehending the views of 
others and then involving 
others in shared goals 
 
Confident and effective 
communicating with people 
at all levels i.e. building 
effective relationships; 
facilitating discussions with 
individuals and groups in a 
multi-cultural environment 
 

Ability to handle conflict 

 

Able to embrace a 
variety of methods to 
gain support for both 
their own, and others, 
ideas 
 

Possessing high internal 
work standards with a need 
to do things better, 
innovating and improving 
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Personal Attributes 

 
Fully committed to creating 

a stimulating learning and 

working environment which 

is supportive and fair, based 

on mutual respect and trust, 

and in which harassment 

and discrimination are 

neither tolerated nor 

acceptable 

 

Willingness to tailor working 

hours as required according 

to the needs of the service 

 

 
 

 
 
 
 


