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About Coventry University London 
  
Coventry University is serious about business. It’s one of the largest providers of 
business-related degree courses in Europe. To provide a real business and 
professional experience for our students in the heart of a global centre for business, 
finance and the creative industries, we opened the London Campus in 2010. 
 

 
Located in the centre of London’s financial district on the exclusive Devonshire Square 
Estate, the Coventry University London is dedicated to the delivery of “career-ready, 
global enterprising graduates by providing a real business and professional 
experience that is tailored to individual talents and future career ambitions”. 

Offering a range of undergraduate and postgraduate programmes in business, finance, 
management and marketing at a state-of-the-art Campus that is designed to create a 
real business and professional environment and experience, Coventry University 
London prepares UK, EU and international students with the qualifications and skills 
that they require to go out into the corporate world and be successful employees and 
entrepreneurs in a global market. 

Coventry University London has grown strongly since its launch six years ago and is 
now sole occupant of the recently renamed University House situated only a few 
moments’ walk from Liverpool Street Station in the heart of the City of London.  We 
are a community of approximately 1,500 students and 180 staff. Our academic body 
consists of over90 full-time and part-time members of staff representing over20 
different nationalities bringing an 
exciting mix of current 
international industry experience 
and teaching expertise.  The 
sense of vibrancy and the 
international ambiance and 
culture is further enhanced by our 
truly global student body with 
over 100 different nationalities 
represented.  Staff also bring a 
wealth of international work 
experience, as do many of our 
postgraduates who range from 
recent graduates to students with 
considerable experience in 
industry acquired in self-
employment, international business and SMEs. 

 

 
 
 
 
 
 
 
 



 

Delivering Career-ready, Global, Enterprising 
Graduates 
 
Our commitment to delivering career-ready, global, enterprising graduates permeates 
every aspect of our operation.  The learning experience replicates the real world of 
work from the business-like environment of the Campus with its open plan offices and 
work areas; teaching rooms fully supported by the most modern technologies 
facilitating the full range of 
teaching and learning 
activities (seminars, group 
work, individual work in and 
outside the classroom) and 
including a dedicated fashion 
studio and simulated trading 
floor.  Business simulations 
commonly used in corporate 
training feature as a core 
aspect of our curriculum to 
replicate the real world of 
business decision-making. 
There is regular interaction with business, the professions and the creative industries, 
both within the UK and overseas in the design and development of the curriculum, as 
well as through opportunities for students to undertake internships, consulting projects 
and business simulations. 

 
 
 

 
  



 

JOB DESCRIPTION AND PERSON SPECIFICATION 
 

 

Student Support Manager 
Mode: Full Time, Permanent 
Grade: Level J 
Salary £43,841 per annum 
Reference No: CULC000335 
 

 

 

1. PURPOSE 
 
The Student Support provision play a critical role in ensuring that each student is 
adequately supported in order to successfully complete their academic journey and 
have a fulfilling student experience. This role is responsible for the management, 
leadership and delivery of all Student Support and Student Welfare provision at 
Coventry University London. The Student Support Manager will lead the strategic 
development of inclusive and embedded services on the campus, and will be 
responsible for the campus provision of support for the overall physical, mental and 
social wellbeing of students, as well as the quality of the student experience.  
 
Student support, for which the position is responsible, include student mental health 
and wellbeing, Specific Learning Difficulties and disability support. The role includes 
operational management of the Student Support and Student Mental Health and 
Wellbeing Service, from pre-entry work through to undergraduate and postgraduate 
study. The post holder will develop and implement an integrated support mechanism 
which identifies and engages with students at risk of academic underperformance, or 
other distress, anxiety, or personal problems.  
 
The post holder will be accountable for delivering front-line services to the highest 
standards, providing leadership and effective line management to staff within the 
student support team, introducing innovative approaches for improving the 
experience of students and providing a role model of customer care. 
 
 
2. MAIN ACCOUNTABILITIES 

 
1. To develop and implement a strategic plan for Student Support Services that 

supports Coventry University London’s continued growth in a highly 
competitive market, and where appropriate prepare reports and provide 
guidance and analysis for Coventry University London’s senior Management 
Team and Executive Committee. 
 

2. To lead and develop student support services so as to support Coventry 
University London’s strategic priorities.  This will involve taking overall 
responsibility for the formulation and revision of policies, procedures and 
operational matters to ensure the highest standards and exceptional service 
in the provision of a comprehensive and quality-monitored range of student 
support services. 
 



 

3. To lead, line manage and develop Student Support Services staff, ensuring 
that the necessary skills and competency levels are in place and that the 
Coventry University London personal annual review system is adhered to, 
with individual objectives set in line with Coventry University London’s KPI’s. 

 
4. To provide professional, specialist and confidential advice and guidance to 

students on a range of topics including: student financial support, general 
welfare, support for students with disabilities, the implications in relation to 
deferral of study, repeat study, or temporary and permanent withdrawal and 
the financial and practical implications of these decisions, keeping accurate 
and up to date client case notes to ensure compliance with the Service’s 
Code of Confidentiality, professional standards and the Data Protection Act.  
 

5. To provide support and training to colleagues in the understanding and 
implementation of Student Support Services policies and procedures, thereby 
anticipating risk and complying with relevant legislation. 

 
6. To continually develop excellent working relationships with colleagues at 

Coventry University London and CU, along with external stakeholders, to 
promote and deliver an excellent, high quality student support provision.  This 
will include representing Student Support Services as required at Senior 
Management Meetings, contributing to relevant CU groups and representing 
Coventry University London at events and conferences. 
 

7. To initiate and develop courses and sessions related to Student Support 
Services for students and staff. 
 

8. To continually promote the profile of student services, contribute to the 
development of student services information on the website and ensure that 
student services feature prominently in all promotional material, so as to 
ensure that Coventry University London remains ahead of the competition 
within the London market. 
 

9. To review current systems within Student Support Services, where necessary 
reform them or introduce new ones, and ensure that procedures are 
documented, so as to meet internal and external audit requirements. 
 

10. Ensure compliance with the Data Protection Act (1998) and the Freedom of 
Information Act (2001), and all other rules and regulations that govern the 
work completed for Coventry University London. 
 

 
Reports  
 
This position reports to the Group Welfare & Disability Support Manager and Head of 
Student Engagement of the Coventry University London and directly line manages 
the internal and external support providers (such as Study skills tutor, Counsellor, 
Academic mentor). 
 
 
3. PERSON SPECIFICATION 
 
Qualifications and Experience  
 
Essential: 



 

 Educated to degree level or equivalent qualification.  

 Core professional training in an area of professional practice (e.g. 
counselling, psychology, mental health, social work – or equivalent) and a 
commitment to continuing professional development. 

 Experience of working in a University or College and an awareness of student 
support issues. 

 Experience of supporting students pastorally in a mental health or disabilities 
setting with a working knowledge of support for students with disabilities. 

 Experience of managing staff. 

 Experience of policy writing, strategic planning, report writing, record keeping 
and delivering presentations to a variety of audiences including senior 
managers. 

 Working knowledge of the Equality Act 2010. 

 Excellent interpersonal skills and ability to communicate with tact and 
sensitivity. 

 The ability to manage both self and team members to prioritise in order to 
meet multiple deadlines. 

 Experience of delivering workshops and one-to-one guidance. 

 Experience gained in a goals-focused, target-driven and customer-service 
oriented environment. 

 Advanced computer literacy including word processing, the use of 
spreadsheets, knowledge of databases and accurate keyboard skills. 

 Excellent planning and organising skills. 
 
Other Essential Attributes: 
 

 Passionate about student satisfaction.  

 Identify, understand and act on the needs of your customers to exceed their 
expectations and to achieve Coventry University London’s objectives. 

 Communicate and influence effectively in a way that builds successful 
relationships within teams and across teams. 

 Take pride in being professional and an expert in your field to achieve results. 

 Lead, develop and motivate yourself and others, seeking and responding to 
feedback to achieve results. 

 Make timely and transparent decisions with confidence, analysing 
information, assessing risks and taking ownership to achieve results. 

 Take responsibility to improve Coventry University London by using 
knowledge gained from our customers, our business, our partners and our 
competitors. 

 Be proactive about change by initiating, designing and delivering creative, 
workable solutions with pace and enthusiasm. 

 Willingness to engage with new technologies to improve the quality of the 
learning experience. 

 
Other Responsibilities 
 

 Carry out all duties in accordance with the University’s Equal Opportunities 
Policy and other policies designed to protect members of staff or students 
from harassment. The individual should also counteract such practice or 
behaviour by challenging or reporting it.  

 Take all reasonable care of the health and safety of yourself, other people 
and resources whilst at work to comply with the University’s Health and 
Safety Policy, Codes of Practice and local rules and regulations.  



 

 
 
Other Features  
 

 Travel to other University sites and UK travel as required. 

 Some evening and weekend working, when required, to ensure the success 
of all Coventry University London activities. 

 
Review Clause    
It is the University’s practice to periodically review all job descriptions and update any 
area to ensure they accurately reflect the current requirements of the job.  This 
process will be completed by the manager in consultation with the individual whose 
job description is being reviewed. 
 

 


