JOB DESCRIPTION –Student Conduct Officer 
 
Job Title		Student Conduct Officer 
  
Department		University Operations 
  
Location		London Portsoken Street
  
Additional details	Travel to other locations may be required, 5 days in centre 
    
Contract type		 Full time and permanent         
  
Hours of work	37.5 hours  
  
Reporting lines	Student Conduct and Risk Manager
  
  
Job Purpose  
The Conduct Support Officer will support the Student Conduct Manager in ensuring that student attendance and engagement data accurately reflects classroom participation, and provide ‘on the ground’ presence to intervene with behavioural challenges. This role will have a particular focus on our undergraduate students who require additional pastoral and intervention support. The team will maintain a connection with Academic Quality and the Proctor’s Office, and escalate conduct matters as appropriate.

Key Responsibilities   
· Enforce and promote campus safety policies and appropriate student behaviour.
· Supervise communal areas including hallways, lecture building entrances, and student spaces to promote a safe and respectful environment.
· Monitor classroom corridors to encourage timely arrival to class and reduce loitering.
· Provide additional support to teaching staff in any classroom behaviour issues.
· Support non-engagement (attendance, finance, enrolment) interventions through pastoral and conduct meetings.
· Coordinate student conduct and intervention meetings, ensuring consistency and adherence to university policies.
· Hold Informal Advisory Conversations and ensuring these are appropriately recorded and escalated where necessary.
· Work alongside Wellbeing/Safeguarding services to ensure a holistic approach to student conduct issues.
· Escalate serious conduct issues to the relevant channels within Academic Quality.
· Support the administration of the ‘At Risk’ student list, escalating concerns to relevant departments including Compliance and Student Records.
· Monitor and assist with building evacuations, lockdowns, and crowd control during peak times or university events.


Skills, experience & qualifications required - Essential  
  
• Excellent communication skills - both verbal and written  
• Exceptional planning and organisational skills  
• Strong attention to detail  
• Able to work with large, complex data sets   
• Excellent computer/IT skills including Microsoft Teams, Outlook, Word and Excel  
• The ability to work well in a team and be collaborative  
• Strong numerical skills to enable you to analyse data  
• Self-motivated, with the ability to work using your own initiative  
• Ability to work under pressure, sometimes to tight deadlines  
• Have a strong desire and capability to learn new skills and new technologies  
  
Skills, experience & qualifications required - Desirable  
  
• Knowledge of the higher education sector  
• Familiarity with Banner or a similar SIS  
• Experience of developing new processes  
• Knowledge of international student compliance  
• Experience of handling international and student issues  
