
 

Dundee University Students’ Association 

Job Description – Advice & Support Officer 

About DUSA 

Dundee University Students’ Association (DUSA) is a charity with over 17,000 members. We are one 

of the most successful students’ union in Scotland and one of the top five within the UK. We create 

welcoming, safe and valued physical and virtual spaces for students to come together to socialise, be 

part of clubs and societies, learn, volunteer, work and access advice, guidance and support. Enabling 

them to pursue their ambitions and maximise their individual and collective impact. While our main 

building is located in the city centre of Dundee, we have satellite site in Ninewells and Kirkcaldy. 

 

University of Dundee is one of the UK’s leading universities – internationally recognised for science, 

medicine and engineering, amongst many other disciplines. Conveniently located on the banks of the 

River Tay, the main campus is located in the heart of Dundee, a friendly and affordable city with a 

rich heritage in design and technology. There are also campuses at Ninewells Hospital and in 

Kirkcaldy.  

 

The student demographic is changing and so are we. DUSA has begun developing an ambitious new 

Vision and 5-year Strategic Plan uniting all aspects of DUSA to ensure student experience is at the 

heart of everything we do. There has never been a better time to join our organisation as our Advice 

Team is evolving to ensure we appropriately support our students with the issues they face.  

 
The Role 

As an Advice & Support Officer you will support students at the University of Dundee by providing 

robust, quality and independent information and advice to help them address well-being, finance, 

housing and academic issues.  

If you are a compassionate and experienced individual who enjoys working with diverse groups of 

students and values independent information, this role could be for you.  

Some students might present with one or more issues which might fall outwith your remit and you 

will be required to refer them to other local or national agencies. You will be delivering advice in the 

most suitable ways, including: over the phone, email, online and in person (restrictions permitting).   

You will need to be able to work independently to support individual students with their issues, be 

resilient and knowledgeable in the areas of well-being, finance, housing and academic support. You 

will be part of a newly developed team led by an Advice Coordinator. Training and professional 

development will be provided.  

The below (not exhaustive) list gives a flavour of the range of responsibilities you will undertake.  



• Engage and listen to students issues to collect information so that you can work out how 

best to advise and support them, 

• Explain the range of choices available to them and what they mean making sure you remain 

independent yet compassionate, 

• Consider various options and identify the best possible course of action, 

• Where necessary, conduct research to find out more in-depth information 

• Review and update advice & academic support information available to our students, 

• Provide practical help such as writing emails and letters, making phone calls and helping 

students complete relevant forms, 

• Help students establish possible financial and housing supports and explain these in an 

impartial manner,  

• Work closely with the Vice President of Student Academia to represent students’ wishes with 

regard to academic issues such as: examination and assessment appeals, plagiarism and 

collusion allegations, fitness to practice, termination of studies, mitigating circumstances and 

others, 

• Refer students to other services and sources of help where appropriate, for example to CAB, 

Shelter, 

• Support students facing zero-tolerance or gender-based violence issues, and signposting 

them to relevant support services, 

• Work closely with the Vice President of Student Well-being and provide timely feedback on 

trends in student issues to support development awareness raising projects which are 

relevant to the student population, 

• Represent your students’ wishes, where necessary, in an impartial manner at relevant 

forums, this may involve contacting the University of Dundee, housing providers or the legal 

system, 

• Adhere to data protection legislation when collating and processing personal data,  

• Produce regular information for reports, publications, leaflets and web pages 

• Liaise with internal and external stakeholders (such as the University of Dundee, advice 

charities, 

• Keep up to date with appropriate legislation and policies, 

The Person 

• Compassionate and knowledgeable listener, 

• Tactful and diplomatic individual with the ability to deal with confidential information in a 

sensitive manner, 

• Ability to relate to people from different backgrounds, 

• Non-judgemental positive regard towards diverse groups, 

• Excellent verbal and written communications skills,   

• Resourceful with highly developed problem-solving skills and attention to detail, 

• Adaptable, accommodating, helpful and able to respond promptly and effectively to 

emerging issues, 

• Can do attitude and team player 

Qualifications/Knowledge/Experience 

• Qualification in social sciences, such as education, law, social policy or relevant experience, 

• Experience of advising people on housing, finance or well-being issues, 



        

 

 

• Experience of negotiating with third parties,  

• Substantial experience of delivering a specialist casework service, 

• Knowledge and experience of Microsoft Office 365, Project management and Design 
software 

• Knowledge of equality and diversity issues affecting the student population, 

• Experience of dealing with the issues faced by students in higher education, 

• Experience of the academic structures in Higher Education 

• Understanding of the educational and legal system in Scotland, 

• Ability to work flexible hours  
 

Hours of Work 

The post is part-time 28 hours per week with the hours worked each week varied in line with 

organisational requirements. DUSA operates a flexible working policy and the postholder might be 

required to work from home and the office subject to national guidance on COVID-19 and 

organisational needs. 

 

No additional payments or allowances and no contractual entitlement to overtime. 

 

 


