[image: image1.jpg]


[image: image1.jpg]

FACULTY OF BUSINESS AND LAW DROP-IN STATION MENTOR
	School/Centre
	Student Experience and Graduate Outcomes

	Faculty/Institute/Division
	Faculty of Business and Law

	Classification
	HEW 1

	Responsible to
	DIS Team Leader & Student Experience and Engagement Officer

	Hours of Work
	Casual employment

	Primary Location of Work
	Melbourne Burwood Campus

	Vacancy Closes
	5 April 2017

	More Information
	Katelyn Andrews, DIS Team Leader katelyn.andrews@deakin.edu.au
Terry McCormick, Student Experience & Engagement Officer

t.mccormick@deakin.edu.au


ABOUT DEAKIN
Deakin University was established in 1974, the first university in regional Victoria and the first to specialise in distance education.  Deakin has five campuses: one in Melbourne’s eastern suburbs, two in the port city of Geelong, one in Warrnambool on the southwest coast of Victoria and one in the cloud (Deakin’s fastest growing cohort is online).  Deakin also has a corporate centre in the Melbourne CBD, a network of technology-rich learning centres across regional Victoria and international offices in India, China and Indonesia. 

Deakin has always had a strong reputation for innovation, and in this digital age, has been at the forefront of new and emerging technologies in research and teaching. Vibrant, technology-rich spaces both at its campuses and in the cloud are a hallmark of life at Deakin.

Deakin is committed to a workplace culture that fosters and supports excellence in teaching, research and administration.  It provides an extensive program of capacity building, supporting teaching practice, digital scholarship, career progression and personal growth.  Deakin values diversity, enables access and celebrates inclusion.  It has a long standing commitment to being flexible, accessible and friendly.

ABOUT YOU
You are willing to enthusiastically embrace the Deakin Offer and Promise as expressed in the Deakin University Strategic Plan, LIVE the Future, and must share the University’s values.
You will be a person who is ambitious for Deakin University’s success and optimistic about its future; and will display diligence, have great resolve and a focus on producing results.

WHY WORK FOR OUR UNIVERSITY?

Faculty of Business and Law
Benefits of working at Deakin 
LIVE the Future – Deakin University Strategic Plan
POSITION CONTEXT

The Faculty of Business and Law enrols almost 15,000 students, employs over 360 staff across three campuses and currently generates approximately 60% of the University’s international student income, with an annual operating budget in excess of $60 million. The Faculty of Business and Law comprises the Office of the Pro Vice-Chancellor, the Office of the Faculty General Manager, the Deakin Business School with six discipline based departments and the Deakin Law School. The Faculty operates a shared centralised administrative structure consisting of ten administrative teams that provide support for all teaching, research, student support, international, marketing, business and commercial activities of the Faculty. 

This position is located within the Faculty’s Student Experience and Graduate Outcomes Team, responsible for the implementation and management of Faculty-wide initiatives in relation to Industry Engagement (encompassing Work Integrated Learning, Community Volunteering Programs, and other Careers related activities), Student Experience and Engagement (encompassing Student Access and Equity programs, Student Retention and Support, Orientation and Transition programs, and liaison with Faculty clubs, societies and Alumni chapters), and Student Progress and Retention (encompassing student compliance monitoring via the Faculty Academic Progress and Faculty Student Misconduct Committees).
POSITION PURPOSE

Drop in station Mentors are current Deakin students and are primarily there to:
· Interpret academic expectations. 

· Create awareness of key concepts of time-management and independent learning.

· Link students to support services in the Faculty and across the University.

· Increase levels of confidence in new students by encouraging them to be independent learners.
TYPICAL DUTIES 
· Answer questions from students on a variety of topics related to study, work and life through face-to-face, telephone, email and through social media.

· Utilise and refer students to a variety of online resources at Deakin and beyond to facilitate academic success.

· Collect statistics about enquiries.

· Attend regular team meetings.

· Fulfil the allocated roles and required tasks.

· Work in a team to support students as appropriate.

· Maintain a good relationship with Faculty and other University staff.

· Ensure the Drop in Station is tidy and well-maintained.
SELECTION CRITERIA 

· Current enrolment and excellent academic results with a WAM (average academic results) greater than 65%.

· Good communication skills

· Leadership skills

· Aware of complex academic expectations

· Excellent knowledge of University and Faculty student support services

· Have a genuine interest in supporting students from diverse cultural backgrounds during their transition to Deakin University

· Able to outline good strategies when approaching various assessment tasks

· Understand the difference between the volunteer and drop in station mentor role

· Good writing and presentation skills

· Enthusiastic, approachable, motivated and reliable

· Has a positive attitude towards solving problems, using initiative or making referrals where appropriate

· Demonstrated capacity to provide guidance and instruction to peers with a particular emphasis on independent learning

· Awareness of student transition issues including those of international students’

· Can work independently with minimal levels of supervision


Commitment Required: 
· Been a volunteer Mentor for at least (1) trimester and willing to continue this commitment

· Availability for at least (2-3) trimesters. 
· Availability during Orientation Week(s).

· Availability during some vacation periods to support the Faculty Enrolment and Orientation programs.

DISCLAIMER
It is not the intention of the position description to limit the scope or accountabilities of the position but to highlight the most important aspects of the position.  The aspects mentioned above may be altered in accordance with the changing requirements of the role.
Application details
	The information you supply on this form will be treated in confidence.


To apply, please address each of the following key selection criteria. 
	Position
	Drop In Station Mentor

	Commence
	T2 2017 (training during end of T1 2017)

	Duration
	At least two trimesters

	Contact person
	Katelyn Andrews  katelyn.andrews@deakin.edu.au


	Given Name
	
	Family name
	

	Preferred Name
	 
	
	

	Deakin Email
	
	Other Email
	

	Mobile Phone
	
	
	

	Nationality:*
	
	Gender:*
	

	Age:*
	
	
	

	  Course information
	

	Student ID
	
	Currently enrolled Course Code and name:
	

	Expected course completion
	
	Major or Specialisation
	

	Current Grade Point Average (WAM)
	
	Are you available until end of T3 2017?
	


*Deakin University is committed to a diverse working environment and abides by equal employment opportunity. This information is optional.  If you do not wish to provide this information you do not have to.

Please answer the following questions:

1. Why do you want to become a Drop in Station mentor? (200 words limit)
	


2. Comment on your knowledge and understanding about University and Faculty support services. 
(200 words limit)

	


3. Explain your ability to assist new students with their transition to Deakin, as well as awareness of the complex social and academic expectations. (200 words limit)

	


4. What does ‘independent learning’ mean to you? Provide one example of how you have helped someone become an independent learner. (200 words limit)

	


5. Please describe a time when you had to motivate someone. (200 words limit)

	


Interview dates:
If your application is shortlisted, there will be group interviews held in Week 8 of this trimester.
Training:
· Induction and ongoing training provided to successful applicants during week 9 of trimester 1 and the Inter-trimester break after exams.
To complete the application:
Please ensure you email the following documents to Katelyn Andrews katelyn.andrews@deakin.edu.au , copy to Terry McCormick t.mccormick@deakin.edu.au no later than 5 April 2017.
· Your completed Application Form

· Your current up-to-date resume 

ADDITIONAL INFORMATION
 Employment Condition: 

· This is a casual paid position with approximately 3hours/week and extra hours when required.
FOR QUESTIONS

· Should you wish to discuss any aspect of the role before you submit your application, please contact Katelyn Andrews, the DIS Team Leader (details above) or Terry McCormick - Student Experience & Engagement Officer (details above).

Declaration:

· The information I have given is complete and true to the best of my knowledge and the statements I have made within this document are truthful;
· I understand that to be eligible for a position within the Drop in Station, I must be able to commit to 3-4+ hours per week, and must continue as a volunteer student mentor simultaneously.

· I understand that if my application is successful my contact details will be shared with Mentor Program staff for communication purposes only;
· I understand that this is an application only and an offer is subject to an application screening and interview process. 

Name:                                                                  Signature:                                                               Date: 

deakin.edu.au/about-deakin/careers-at-deakin           
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