
 

Job Title: Student Support Officer 

Designation: Administrate Officer Level 4 
Work Unit: Student Support Team, Student Services 
Position Number: 52123 
Responsible to: Team Leader Student Support 
Location: Desert People Centre, Alice Springs. 
Date: 18.06.2013 

Primary Objective 
The primary objective of this position is to provide students with services, programs and support 
that assist students in the Batchelor Institute learning environment. 

Key Responsibilities 
Under the direction of the Team Leader, Student Support: 

 Run program activities and student support to enrolled and prospective students, such as 
course registration, graduation processing, petitioning, withdrawals, program 
documentation, computer accounts, information sessions, receptions, and student 
orientation 

 Promote students success and increase student enrolment and retention by promoting and 
recruiting for programs, referring students at risk or in need of additional resources that will 
assist with making informed decisions concerning their educational goals. 

 Provide students with a thorough orientation and induction process that fosters social and 
cultural support and provides advice on Batchelor Institute's Student Code of Conduct and 
Health and Safety policies. 

 Develop and maintain links and networks with services outside Batchelor Institute, including 
Government departments. 

 Provide information and appropriate referrals for assistance, advice and guidance for 
students who may be at risk and students involved in critical incidents. 

 Liaise with faculty academic advisors, and follow up with students who are having 
difficulties in their learning environment. 

 Assist the Team Leader, Student Support in the development of a continuous improvement 
plan that fosters a positive learning and social environment at Batchelor Institute. 

 Maintain student records on database, creates and provides reports; provides contact point 
for enrolled and prospective student information. 

 Assist students with special needs. 



 

 Assist with the development of workshops, meetings and seminars for students and faculty; 
coordinates logistics, scheduling and related matters. 

Selection Criteria 

Essential 

 Demonstrated high level interpersonal skills in both written and oral communication with the 
ability to build to build and maintain effective professional relationships. 

 High level computer literacy with considerable experience using a range of relevant 
software applications. 

 Demonstrated ability to work effectively and sensitively within the social, political, diverse 
academic, socioeconomic, cultural, disability, and cultural environments of an Indigenous 
organisation. 

 Demonstrated advocacy and support skills; proven knowledge of welfare support system 
available to Aboriginal and Torres Strait Islander people. 

 Demonstrated ability to work independently and in a team environment. 

 Ability to be flexible and adaptable in an ever changing environment. 

 Demonstrated ability to review, assess, refer and case manage students. 

Desirable 

 Experience in Student Liaison, mentoring/coaching and conflict resolution 

 Skill in organising and prioritising work activities. 

 Ability to establish and maintain effective working relationships. 

 Understanding of occupational health and safety, equity and Anti-Discrimination issues. 


