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Residential Schools Support Manager– Role description

The main role of the Residential School Support Manager (RSSM) is to ensure administrative, clerical, and sometimes technical support, of high quality for students and staff throughout the residential school. The Support Manager is jointly responsible to the Residential Schools Team and the Residential School Module Director for: 

· maintaining accurate staff and student records, liaising with host site personnel, providing for the needs of students and staff with special requirements and generally making sure that residential or administrative problems do not interfere with the educational value a student receives from the school; 

· ensuring the smooth running of the school. Duties vary according to the academic programme of the module, size and site of the school but are likely to include those listed below.
Role requirements  
Before the School, there will be a training/briefing session for all successful applicants.  This will be approximately 60 minutes, can be attended by Skype and we hope to offer a few different dates.  It is important that you are available, regardless of previous experience, to help us ensure that you are fully briefed on and understand the activities you will need to undertake; understand the various policies and guidelines that you will need to be familiar with; and ensure that you have University contact details.  You will also need to read the RSSM guidelines which you will receive with your contract.

At the school, with reference to the RSSM Guidelines and guides, you will need to:

1. Set up the School

· Allow time to familiarise yourself with the site, meet host personnel and the Residential School Module Director, set up the school office, display area for OU Business School module materials, notice boards and distribution of teaching materials.
· Check that teaching rooms are set up for the academic programme, and that any audio-visual, computing or other equipment is in place and working and liaise with IT suppliers and IT support to ensure that all computers and AV equipment are ready.
· Verify that advance information on staff and student allocations including additional requirements profiles is dealt with appropriately.
· Check that arrangements are in place for registration and have responsibility for overseeing the registration process.
· Be aware of health and safety regulations governing the use of facilities, equipment and materials, and assist the Residential School Module Director in ensuring that conditions and methods of work are safe and that potential hazards are reported promptly.
2. Support the Residential School Module Director and Teaching Requirements

· On site, brief the Residential School Module Director on any specific administrative arrangements and residential school policy and procedures, as necessary.
· Attend the Residential School Module Director's tutor briefing by arrangement with the Residential School Module Director. Pass on any teaching and administrative materials and site information to tutors, including details of any students with additional requirements. 
· If necessary, contact reserve tutors (outside Residential School Team office hours) in accordance with the procedures outlined in MOP D4.0.
3. Welcome and support students

· Welcome students and manage the registration process.
· Attend the student welcome briefing(s) and contribute as required.

· Reconcile students' registration forms with numbers of students registered and tutor group numbers, making sure that records tally with those of the host site, so that host site invoices can be checked by the Residential Schools Team.  
· You will need to be contactable throughout the school to respond to and help answer student, staff and venue queries or difficult situations. You must therefore display your contact details for the duration of the School. In addition you should agree with the Residential School Module Director set times when you will be available for drop in sessions for student and staff queries or feedback; you will therefore need to display times and locations for these sessions.

· Deal with problems or emergencies in liaison with the Residential School Module Director and host institution (see also MOP B7.0).
· Act as a source of information for students and tutors, ensuring that important information is posted on notice boards (including bedroom vacating time and requirements for packed lunches as appropriate); act as a general 'trouble-shooter', helping to resolve problems as they arise.
4. On the final day of the School, referring to the RSSM guidelines
· Complete and verify all paperwork essential to confirm student attendance records and financial data from the school for return to Residential Schools within strict deadlines.
· Assist the Residential School Module Director in the completion and return of school feedback and reports.
· Undertake final logistical activity such as check out arrangements and return of materials and equipment.
Person specification

Residential School Support Managers should be a member of secretarial and clerical staff Grade Five or higher, or UAP staff, with at least one year’s experience of working for the University (in order to have sufficient knowledge of and feel for the University). In addition to the role requirements described above, there are the following personal requirements:

· good listening and verbal communication skills;

· good interpersonal skills;

· good organisational skills;

· a flexible and creative approach to problem-solving;

· able to work well both independently and as a member of a team;

· be able to use initiative and exercise judgement including in situations of stress or emergency, and take responsibility if necessary;
· be able to work proactively;
· be responsive to the needs of others and be able to relate in a professional manner to students, University staff and staff of host venue;
· be familiar with, and committed to, the University’s equal opportunities policy and practices;

· have discretion in handling confidential information;

· be able to operate the basic applications of Microsoft packages, including Word, Excel, and Outlook;

· be willing to attend any briefing sessions for schools support managers arranged before the school.
Hours of work

The main academic programme usually runs between 09:00 and 21:00 daily throughout the residential school, but this may vary and you may be encouraged to offer informal support to students outside those hours.
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