
 
 

JOB DESCRIPTION 
 

Job Title  Job Grade & Salary Range  
Advice Co-ordinator  Grade 5 – Points 16 - 21 

Where you’re based School/Service 
Student Association Offices Students’ Association 
Who you report to  Functional report (if different) 
Finance & HR Officer  

 
People reporting to you Other people you work with 
None 
 

Association Staff, Executive Officers, Student Services 
and other University departments. 

The job purpose  
The role exists to co-ordinate a professional and accessible, independent Advice Service to the students of 
Abertay University.  The post-holder will hold a case load and will be expected to provide direct case-work 
support and service administration. The Advice Co-ordinator is responsible for offering impartial advice to any 
student at Abertay 

Key Responsibilities and Tasks  
Advice Service 

• To continue to develop the professional and accessible Student Advice Service, available to all 
students of Abertay University 

• To undertake case-work with students in appropriate areas. To provide confidential and 
independent advice directly to Abertay students.  This will include representing students at 
academic appeals, University disciplinary hearings and complaints. 

• To develop and maintain relationships with other stakeholders, particularly Student Services and 
Academic Registry within the University and other external providers to enable effective referral of 
students to other services as appropriate  

• To monitor use and growth of the service and to conduct research appropriate to developing the 
service, when appropriate and feed that back to elected officer, SA staff and the University 

• To work closely with elected officers by informing them of any major trends or cases that affects the 
wider student body.  

• Providing a comprehensive handover to the elected officers regarding policies, procedures and 
appropriate panels they sit on relevant to the advice service.  

 

 



 

Additional Regular Duties  

• To identify and update best practice from other Advice Services and make recommendations for 
change and improvement. 

• To assist in the production of various Association literature including handbooks, users’ guides, 
website, social; network sites and other student media as it relates to Advice. 

General 

• To fulfil any other reasonable duties in relation to your work as deemed necessary by the Finance 
and HR Officer 

• To comply with the University Health & Safety Policy in relation to your own safety and that of any 
students and Abertay SA employees 

• To adhere to the Disciplinary rules and Procedures of the Association. 

• To adhere to all Association Policies including the Financial Policies and Procedures. 

• To attend Association and University Committee meetings as and when required. 

• To keep statistics, confidential records and producing written and verbal reports as and when 
required. 

• To undertake personal and professional development activities as agreed by the Finance and HR 
Officer. 

Special features of the job  
As the post will require handling, processing and recording of restricted information, strict confidentiality is 

required to be maintained at all times. 

NOTE: This job description is a broad picture of the post at the date of preparation. It is not an exhaustive list 

of all possible duties and it is recognised that jobs change and evolve over time. Consequently, this is not a 

contractual document and the post holder may be required to carry out any other duties to the equivalent level 

that are necessary to fulfil the purpose of the job 

 


