
 

 
 

 

Job Description  

 

Job title:  Specialist Mentor (Mental Health / Autistic Spectrum Conditions) 

 

Reports to:  Head of Disability Services and Disability Adviser 

 

Department:  Student Development & Support 

  

 

Main purpose of the job: 

To provide individual academic and study related support for disabled students, particularly 

those with mental health difficulties and autistic spectrum conditions; the level and type of 

support will vary according to the individual student.  Typically, mentors provide study skills and 

personal support that will assist students to develop organisational skills and manage their time 

and workload effectively. This support will help them to develop as independent learners and 

maintain the necessary focus on academic progress despite the distractions imposed by their 

disability. In some cases the Mentor will help the student to work around difficulties that their 

disability has on their ability to do certain pieces of work. Specialist Mentors should not act as 

advocates or counsellors. 

 

Main duties and responsibilities: 
 

1. To work with students on a one-to-one basis to identify their individual needs and 
strengths and to develop and provide a support programme that will facilitate the growth 
of independence.   Such support will usually be provided on a weekly or fortnightly basis 
and most often face to face (some support may be provided by phone or e-mail by prior 
agreement).   
 

2. To help students to develop effective organisation and time management skills and 
strategies in order to manage their daily life, their workload and deadlines. As part of this, 
to help with prioritisation and realistic goal setting, including the production of targets, 
plans of work and timetables that can be regularly checked in the mentoring sessions.  

 
3. To help students become familiar with University procedures and the range of support 

mechanisms that are available to them and to provide them with support to access these. 
 

4. Where necessary, to provide a level of emotional support to help students to engage with 
learning and the social aspects of University life. This may include helping students 



   

reflect on their own behaviour and how they could improve this to improve their social 
and communication skills.    
 

5. To help students to reduce and cope with anxiety through stress management 
approaches and techniques for well-being. In particular, to help students make transitions 
and deal with new situations.  
 

6. To assist in finding appropriate solutions for queries and problems.  Liaison with 
academic and other staff on behalf of the student should only be done in consultation 
with the Disability Adviser.  
 

7. To complete a Mentoring Agreement form with each student and to maintain accurate 
records of mentoring sessions and time sheets, to be submitted to Disability Services 
monthly as requested.  
 

8. To attend regular monthly group supervision meetings and to attend other meetings as 
requested by either the Head of Disability Services or the Disability Adviser.  Mentors 
should also be willing to attend professional development/training sessions and other 
meetings as required.  
 

9. To maintain confidentiality according to the principles outlined in the Data Protection Act 
(1999).  To be aware of the boundaries of this type of work and to seek advice from the 
Disability Adviser if there are any concerns.  
 

10. Liaise with the Disability Adviser about specific student cases, their needs, their 
academic progress and any welfare issues that may need referral to another agency, 
either internal or external to the University.   
 

11. In conjunction with the Disability Advisor, liaise with academic staff about the student’s 
work and progress, particularly with regards to how they are getting on with assessments 
and whether these need adapting or the student needs additional time.  

 

12. To provide a range of appropriate supports which may include assistance with 
understanding assessment questions and what is required from different pieces of work, 
as well as essay planning, note taking and revision strategies.  The objective being that, 
wherever possible, the student can develop their own study skills and confidence.  
 

13.  Make decisions in conjunction with the student about how to best to proceed with certain 
pieces of coursework, how to break it down into manageable chunks, how much a 
student should aim to work on in any given week. 
 

14. Work with the Disability Advisor and academic staff, to assist the student to make 
decisions around their progression and possible changes to attendance type e.g. 
deferral, interruption, resit, extension, mode of study, repeat.   
 

15. Inform the Disability Adviser where extra resources may be required so funding can be 
sought for them, if required.  



   
 

 

Person Specification 

 

The Person Specification focuses on the knowledge, skills, experience and qualifications 
required to undertake the role effectively. Please ensure that your application demonstrates how 
you meet the essential criteria. You will be assessed by your completed application form (A), at 
interview (I) and in some instances through an exercise (E). 
  

Requirements 
 

Essential Measured 
by: 

Education and 
Qualifications 

For Mentors (ASD): 
Holds a degree; AND comprehensive training in 
adult autism which must include:  

 All 5 NAS core autism online training 
modules (Understanding Autism; Autism and 
Communication; Autism and Sensory 
Experience; Autism, Stress and Anxiety; 
Autism: Supporting families) or 

 NAS tutor-led course ‘Understanding Autism’ 
or ‘Introduction to autism and the SPELL 
framework’ or  

 other training, including at a HE institution, 
delivered by an appropriately qualified trainer 
(a qualified trainer from a recognised 
organisation/charity, or a trainer who can 
demonstrate a relevant qualification in 
autism)   

OR 

Holds a PG Certificate in Autism / PG Certificate in 
Aspergers 

 

For Mentors (MH): 

Holds a degree; and have up to date membership of 
a suitable professional body (such as BACP)  

A 

A,I 

Knowledge and skills  Be able to support students in understanding 
what is required of them academically at 
University and employ study skills strategies, 
as appropriate. 

 Have knowledge and understanding of study 
skills and of their application in a higher 
education context. 

 Provide timely and effective feedback that 
ensures further learning and assures academic 
standards are maintained. 

 React appropriately to students who present 
with sensitive issues.  This would include 
referring students as appropriate to services 
providing further help, and where necessary in 
conjunction with the Disability Adviser. 

 Strong commitment to practice informed by 

A,I 

 

 

A,I 

 

 

A,I 

 

 

A,I 

 

 

 



   

principles of Equal Opportunities and Disability 
Equality. 

 Be able to manage their own caseload taking 
responsibility for their own area of delivery to 
ensure that students’ needs and expectations 
are met. 

 Use teaching resources and facilities as 
appropriate, this may include ICT equipment. 

 Have organisational skills and keep track of 
student attendance and inform the Disability 
Adviser of any attendance issues. 

 Keep up to date with the latest resources 
available to assist disabled students and 
suggest that the service obtain these resources 
if possible. 

 Use initiative, creativity and judgement in 
applying appropriate mentoring support. 

 Have a high level of self-motivation and be able 
to work independently and as part of a team. 

 Be aware of risks in the work environment and 
their potential impact on their own work and work 
of others.  This could involve some explicit 
responsibilities for Health and Safety of others. 

 Manage their own caseload and administrative 
activities. 

I 

 

A,I 

 

 

 

A,I 

A,I 

 

 

A,I 

 

 

A,I 

 

A,I 

A,I 

 

 

 

A,I 

Work experience   Experience of working with neurodiverse 
students with different learning needs and those 
with mental health difficulties and an ability to 
deal with them professionally in a structured 
way. 

 Understand how to work with the student to help 
them solve problems they are having with 
academic work and try and find a way around 
these, so that the student can complete their 
work independently. 

 Experience of participating in regular 
supervisory or informational meetings with the 
Disability Adviser and others, as appropriate. 
Maintaining clear and concise case notes about 
student meetings and to be able to explain both 
verbally and in writing the difficulties that a 
student might be having and suggest some 
ways of overcoming these.   

A,I 

 

 

 

A,I 

 

 

 

A,I 

Communication skills  Communicate ideas and instructions with the 
students they work with and maintain an 
effective and productive working relationship. 

 Ability to break down and explain assignment 
briefs for students so that they have a clear and 
unambiguous understanding of what an 
assessment is asking them to do. 

 Communicate with students’ academic and 

I 

 

 

I 

 

 

I 



   

other support staff in conjunction with the 
Disability Adviser to ensure that students’ needs 
are met.  

 Ability to liaise with other appropriate support 
staff, such as LSAs and Specialist Study Skills 
Tutors, in conjunction with the Disability Advisor.   

 Be able to work with vulnerable students in a 
sensitive and empathetic manner.   

 Respond positively and calmly to students in 
distress.  

 Excellent interpersonal, communication and 
organisational skills. 

 An ability to establish and maintain productive 
working relationships. 

 

 

I 

 

 

I 

 

I 

I 

 

I 

Other requirements  You are likely to work in an office but may be 
expected to hot desk when not with students 

 

 

Job description prepared by: Lisa Forbes 

Date: 05.04.16 


