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ROLE PROFILE

	General Details

	Role
	Pastoral Support & Wellbeing Officer

	Vacancy Number
	VN

	Department
	BeSafe

	Reporting to
	BeSafe Manager

	Responsible for
	No direct reports

	Place of work
	Telford College

	Tenure
	Permanent

	Hours/FTE
	37 hours per week

	Salary
	Salary point 26 £29,192

	Terms & Conditions
	Business Support

	DBS
	Enhanced



Our Vision is to be a world class college underpinned by our core values of  ambition, respect and connection

Our Mission is to deliver the highest quality of education and training for our communities.

The Role
The purpose of this role is to:
Provide high-quality safeguarding, welfare and pastoral support to students across Telford College, promoting wellbeing, engagement, retention and progression. The postholder will deliver a responsive, student-centred service through mentoring, advice and guidance, and targeted interventions both in groups and on a 1:1 basis, while supporting the delivery of the tutorial programme, managing safeguarding concerns, and working collaboratively with multi-agency partners to ensure positive outcomes for all learners.

Main Duties and Responsibilities
The successful applicant will be expected to:
Safeguarding
· Act as a level 3 Safeguarding Officer for the college.
· Manage a caseload of universal- vulnerable level safeguarding concerns and referrals, ensuring timely and effective responses in line with statutory guidance and college policy.
· Work collaboratively with agencies to ensure coordinated support for students.
· Promote a college-wide culture of safeguarding and “keeping safe”, including apprenticeships and off-site provision.
· Maintain accurate, confidential, and GDPR-compliant safeguarding records.
· Provide advice and guidance to staff on safeguarding procedures, including appropriate use of CPOMS, SENSO, and ProMonitor.
· Ensure appropriate welfare arrangements are in place for students and staff during and following safeguarding incidents.
· Support and monitor risk assessments relating to safeguarding concerns.
· Support colleagues and students involved in safeguarding cases, ensuring trauma-informed and restorative approaches are used.
Student Support and Pastoral Care
· Provide both 1:1 and group mentoring and pastoral support to students, promoting wellbeing, attendance, and retention.
· Offer Information, Advice and Guidance (IAG) to students on academic and personal issues, progression routes, and next steps.
· Work closely with colleagues across both curriculum and students support to ensure that identified learners are supported to achieve their potential.
· Contribute to the development of a positive and inclusive student experience, supporting the college’s equality, diversity, and inclusion commitments.
· Support the delivery of the tutorial programme and work alongside staff to ensure sensitive topics are delivered confidently and appropriately, with consistent, best-practice messaging that is safely framed and underpinned by a supportive, student-centred approach.
· To support the delivery of inclusive, cross-college enrichment programmes that strengthen students’ cultural capital, support personal and social development, and contribute to a positive and enriching student experience at Telford College.
Enquiries and Customer Service
· Respond promptly to all enquiries (phone, email, in-person) and provide an excellent level of customer service.
· Monitor and respond to ProSolution and website enquiries, promoting applications and supporting conversion from enquiry to enrolment.
· Contribute to the improvement of the college’s customer journey, from initial awareness to internal progression.
Progression and Events
· Take a lead role in supporting internal student progression, ensuring college targets for retention and progression are met.
· Support enrolment, induction, open events, taster days, and new student activities as required (including occasional evenings and weekends).
· Promote student success and engagement across all college pathways.
Teamwork and Continuous Improvement
· Support the safeguarding Manager in all aspects of safeguarding and student welfare.
· Contribute to the review and development of Student Services policies and procedures.
· Maintain up-to-date knowledge through continued professional development (CPD) and training.
· Undertake any other duties commensurate with the role as directed by the line manager or college leadership team.
Other Corporate Responsibilities
· Reflect the vision, mission, aims and values of the College.
· Always strive for continuous improvement in your professional practice and delivery of outcomes. 
· Commit to the safeguarding and promotion of the welfare of children, young people and vulnerable adults.
· Participate in the College’s Performance Development Review and engage in continuous professional development.
· Continually improve teaching, learning and assessment through proactive CPD and sharing best practise.
· Support enrolment procedures as appropriate and cover for absent colleagues as appropriate.
· Be compliant with Data Protection Act arrangements and confidentiality.
· Identify the financial, health and safety, equality, safeguarding, confidentiality or other risks associated with the post’s sphere of responsibility and to define and take positive action to manage these risks.
· Carry out such other duties as may reasonably be required from time to time.
This role profile is current as the date shown. It is liable to variation to reflect changes in the role.








PERSON SPECIFICATION


EVIDENCE KEY

	A  =
	Application

	I   =
	Interview

	C =
	Certificate

	Or a combination



	
	Essential
	Desirable
	Evidence

	1. Degree level qualification (or equivalent) in a relevant field 
	✓
	
	A/C

	2. Level 3 Safeguarding/Child Protection training (within the last 2 years)
	✓

	
	A/C

	3. Level 2 Maths and English
	✓
	
	A/C

	4. Additional relevant training such as Prevent, EDI, Trauma-Informed Practice, Mental Health First Aid or IAG
	

	✓
	A/C

	5. Experience supporting young people or vulnerable adults in an educational or pastoral setting
	✓
	
	A/I

	6. Experience responding to safeguarding and welfare concerns in line with legislation and policy
	✓

	
	A/I

	7. Experience providing pastoral/mentoring support to promote wellbeing, attendance and progression
	✓

	
	A/I

	8. Experience maintaining confidential records and working with multi-agency partners
	✓

	
	A/I

	9. Experience using digital systems for case management (CPOMS/Senso/ProMonitor)
	

	✓
	A/I

	10. Experience supporting specific vulnerable groups such as LAC/Care Leavers or delivering small-group programmes
	

	✓
	A/I

	11. Strong understanding of KCSIE, Working Together to Safeguard Children, safeguarding processes and GDPR
	✓
	

	A/I

	12. Excellent interpersonal, communication and relationship building skills
	✓
	
	A/I

	13. Strong organisational skills with the ability to manage workload, prioritise and meet deadlines
	✓
	
	A/I

	14. Ability to work independently and as part of a team, maintaining professionalism and confidentiality
	✓

	
	A/I

	15. Commitment to safeguarding, equality, inclusion and promoting student wellbeing
	✓
	
	A/I

	16. Resilient, empathetic and able to manage emotionally challenging situations
	✓
	
	A/I

	17. Flexible, reliable and committed to continuous professional development
	✓
	
	A/I

	18. Full UK driving license
	

	✓
	A/C



ADDITIONAL INFORMATION
Conditions of Appointment
All Appointments to the College are subject to:
· Verification of relevant qualifications
· Receipt of references considered suitable by the College
· Verification that you are legally permitted to work in the United Kingdom
· Disclosure & Barring Service (DBS) Checks
The College’s policy is to have an enhanced disclosure check for all posts. As an organisation using the Disclosure & Barring Service (DBS) to assess applicants’ suitability for positions of trust, the College complies fully with the DBS Code of Practice and undertakes to treat all applicants for positions fairly.  It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of conviction or other information revealed.  The College has a written policy on the recruitment of ex-offenders which is available from Human Resources.
Equality and Diversity 
The College is an equal opportunities employer and encourages applications from all sections of the community.
The College welcomes applications from persons with disabilities and will interview any person with a disability who meets the essential criteria for the role as outlined in the person specification.
Safeguarding
The College is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff to share this commitment.
Location
The postholder will be required to carry out their duties on the College premises.
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