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Job description 22/23
MARY BRANCKER HOUSE

REPORTING TO:
Student Experience Team Member / Student Experience Manager
PURPOSE:
To ensure a high and professional standard of service in respect of welfare support, maintenance of good behaviour and emergency assistance is provided to all residents of the accommodation.

DUTIES AND RESPONSIBILITIES

UNITE STUDENTS is dedicated in offering welfare, safety and well-being services to all student residents in its accommodation and works closely with The Royal Veterinary College accommodation team to ensure the highest standards of delivery of these important aspects of service. Resident students are invited to join the team of Resident Co-ordinators (RC) to support these services and help contribute to providing a Home for Success to all residents at Mary Brancker House.

The RC will be required to carry out the following duties:

Hours of Duty

The role of RC runs in line with the dates as specified in the Licence to Occupy and hours are as follows: Monday to Thursday from 08:00pm to 08:00am. Weekend duties will commence from 08:00pm on Friday through until 08:00am on Monday.  During this time the RC will be expected to cover the duty for 24 hours a day.

24 hours a day cover will also be required during the Christmas period, Easter period and all Bank holidays i.e. whenever the office at Student Accommodation Services is closed. Whilst on duty the RC will be available for contact by staff and students. Messages may also be given from Site Supervisors outside of these hours. Attendance will be required at pre-arranged meetings.

· RC will be required to be on site at beginning of shift (07:55pm) to take any handover and obtain devices to function in role.
· If this cannot be achieved *once on site (they) let safety team or ECC know they are in place and shift will commence.

· RCs will be allocated onsite accommodation in the form of studio flats - x2 of the studios are accessible studios.  

Rostering of Duty 
In conjunction with the other RCs - to organise a termly rota, for approval by the SETM/SEM. This may not be changed unless you have arranged cover and informed the SETM/SEM. Each team will be jointly responsible to cover the RC duties in the event of sickness/absence, or until such time that a replacement is obtained, or the end of the contract period whichever is the sooner.  
Welfare Support
To contribute to the support of RVC students’ wellbeing, safety and enjoyment, whilst living away from home at Mary Brancker House. Duties will be to recognise and delegate any concerns regarding the residents of Mary Brancker House to The Royal Veterinary College or appropriate support agencies. Any assistance or advice shared with students at MBH must also be passed on to the SETM/SEM at Mary Brancker House. 

Maintenance of Good Behaviour
To investigate reports or incidences of noise disturbance and/or unruly behaviour by students, escalate or request appropriate support where appropriate. Matters such as these, must be dealt with according to The Royal Veterinary College procedures. The SETM/SEM of Mary Brancker House must be provided with a prompt handover if anything should occur.
Security 
In an emergency or if support is required, Resident Coordinators must contact ECC (emergency contact centre), who will contact UNITE STUDENTS Night Safety team. If required, to contact external agencies i.e. police, medical and fire services.

Accommodation Access
The RC will be required to let tenants into their flats when keys have been lost or misplaced, they must also inform the SETM/SEM should this happen - task subject to reasonable adjustments in view of the prevailing Covid-19 situation. The RC will need to check student ID and cross check student MyUnite app to ensure access given to the correct room/resident. If unsatisfied with ID check, RC needs to seek support from ECC and/or Night Safety Team.
Fire Alarms
All RCs will be required to attend and support fire tests and periodic fire evacuations, whilst accommodated at Mary Brancker House. Prior to attendance by Unite Students Night Safety team, it will be paramount that the on-duty RC contacts ECC (Emergency Communication Centre) to provide updates to any fire activities that occur out of office hours. The RC on duty must assist Unites Students Night Safety staff with any investigations or fire evacuations.
*Induction to role will cover Fire Safety and Health & Safety procedures (Sign off will be required that all parties are happy with training) 
Administration
To undertake the following administrative duties:

a) keep records of incidents and/or problems relating to students in residence and feed back to the SETM/SEM in a timely manner. 

b) distribute any correspondence to students from the SETM/SEM, Student Union or The Royal Veterinary College Accommodation Manager.
c) be aware of up-to-date operating policies and current “hot topics” in the building to communicate key messages to residents in face-to-face conversations. 
d) Assist with the intake and turnaround of new students, particularly throughout the month of September. This is to support our SETM/SEM, during the check-in period. Additional hours in this period may be required.
General
To perform a walking inspection of the property at the start of each shift and report any maintenance problems relating to the building, grounds and communal areas. Task subject to reasonable adjustments in view of the prevailing Covid-19 situation.

To prevent, whenever practicable, any wilful, negligent or reckless damage to UNITE property as brought to the RC’s notice during the performance of his/her duties.

Remain within 10 minutes of the building when on call
QUALIFICATIONS AND EXPERIENCE

The Resident Co-ordinator must satisfy the following criteria: -

· RC’s must be full time students of the RVC and tenants of UNITE.  Accommodation is available for a fixed term of 50 weeks.  RC’s will receive 40% off the cost of their rent. 

· It is desirable, although not essential, that the post-holder will be a final year student, postgraduate or mature student.
Training

RC’s will be required to attend a compulsory workshop with RVC Advice Centre. Date to be confirmed.
On completion of the compulsory workshop with RVC Advice Centre, UNITE STUDENTS will offer discounted single bed accommodation to those who volunteer as Resident Coordinators.  Until the compulsory workshop has been attended discounted rent will not apply
Training sessions are provided by UNITE STUDENTS for the RCs on Health & Safety matters, basic emergency, building service procedures and fire marshalling. 

UNITE STUDENTS will give full briefing and training sessions in the above prior to the commencement of the student tenancy period.

RC’s will be required to attend review meetings when necessary with the SETM/SEM.
Terms and Conditions 

If Unite Students find that RC’s are not preforming duties of role on the above matters. There will be a process that could lead to a termination of role and a replacement will be found. All underlining benefits will fall away and will extend onto the replacement Resident Coordinator.
