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TEAM LEADER (POST-GRAD), FACULTY STUDENT MENTOR PROGRAM
	School/Centre
	Student Experience and Graduate Outcomes

	Faculty/Institute/Division
	Faculty of Business and Law

	Classification
	HEW 2

	Responsible to
	Student Experience and Engagement Officer

	Hours of Work
	Casual employment (15 hours per week on average)

	Primary Location of Work
	Melbourne Burwood Campus

	Vacancy Closes
	5 April 2017 

	More Information
	Kunal Sheth, PG Mentor Program Team Leader k.sheth@deakin.edu.au
Terry McCormick, Student Experience and 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 PURPOSE

The purpose of the Student Team Leader role is to coordinate the Faculty volunteer peer mentor support program.  The role involves working as part of a team providing guidance and support to the volunteer student mentors and mentees, administration of the program and organisation of events to ensure the program’s relevancy to the cohort it serves. The position reports to the Student Experience and Engagement Officer, Burwood. This position communicates primarily with Faculty mentor program participants, Mentors and Mentees, to ensure strong engagement, community and peer support. Regular cross-campus communication between the Geelong Waterfront and Melbourne Burwood mentor program teams aims to ensure mutual support and efficient use of resources between campuses.
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). 

The position reports to the Student Experience and Engagement Officer, and liaises with key stakeholders across the Faculty and University in relation to participation in and promotion of events and other student leadership activities and projects related to Faculty Student Engagement Programs. This position communicates primarily with Faculty mentor program participants, Mentors and Mentees to ensure strong engagement, community and peer support.
PRINCIPAL RESPONSIBILITIES

1. Provide peer support to and monitor program participants, particularly volunteer mentors, to ensure they understand their role, program expectations and maintain strong levels of engagement with their mentees and the program.

2. Plan, manage and lead Faculty Mentor Program events to ensure their smooth running with the inclusion (where possible) of volunteer mentors to facilitate activities. 

3. Provide feedback to the Student Experience and Engagement Officer to support the ongoing planning and development of the program, including special projects, and to ensure the program remains relevant to all participants.  

4. Manage the day-to-day program activities including the program communications and management, regularly communicate with the Drop-in Station (DIS) team, and make referrals where appropriate to the Student Experience and Engagement Officer.

5. Assist the Student Experience and Engagement Officer to manage recruitment and selection of new Volunteer Mentors.

6. Be available for the responsibilities of the role as required from time to time. 

KEY DUTIES
1. Communicate regularly or as appropriate with Mentors and with Mentees in the program to facilitate engagement.

2. Model and facilitate problem solving strategies across the Student Mentor Team that support the transition of new students into the Faculty of Business and Law community. 

3. Make referrals to the Student Experience and Engagement Officer as appropriate to facilitate a strong and supportive student learning community.

4. Organise program events and activities, including Mentor recruitment, Mentor training, matching Mentors and Mentees, first meeting, library workshops, catch up meetings, and other program events including networking functions and an end of program ceremony, as determined from time to time by the Coordinator Student Experience and Engagement. 

5. Contribute to the ongoing development of promotional materials and web content to support the promotion of the program across the Faculty, including making presentations to students and staff in the Faculty.

6. Liaise with Staff across the Faculty and University to ensure participation in the program as required, especially for mentor training events.

7. Meet regularly with the Student Experience and Engagement Officer and other Mentor Program Team Leaders to ensure effective program communication.

8. Contribute to cross-campus projects to enhance student engagement. 

9. Any other duties as directed by the Student Experience and Engagement Officer or Coordinator Student Experience and Engagement, commensurate with the scope and classification of the position.

SELECTION CRITERIA - ESSENTIAL 

Training/Qualifications/Experience: 

· Is a currently enrolled Business and Law student with consistent academic results and a minimum Weighted Average Mark (WAM) of 65

· Has been a Volunteer Mentor for at least 1 trimester and is able to commit to this role for at least 2 trimesters (Trimesters 2 & 3 2017)*

· Is able to work approximately 15 hours per week, with some flexibility according to program needs and can work over intra trimester breaks

*this role is available to current Deakin University students only


Skills/Technique
· Has excellent communication and interpersonal relationship skills, particularly in relation to email communication and making presentations.

· Is capable of working within a fast paced work environment.

· Has an interest and commitment to peer mentoring and student leadership.

· Is enthusiastic, approachable, motivated and reliable

· Is flexible, has strong self-management skills and is able to meet tight deadlines

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

· Demonstrated capacity to provide guidance and instruction to peers

· Some basic event management skills

· Attention to detail

· Ability to manage networks and successful relationships with both students and staff across the university

· Has excellent knowledge of Faculty and University support services

· Awareness of student transition issues including those of international students

· Can work independently with minimal levels of supervision

· Has very good computer skills, especially in MS Office suite (Word, Excel and PowerPoint)

ADDITIONAL INFORMATION
· Working hours are flexible and can be managed to fit around full time study commitments

· Ongoing training and support will be provided and the individual is responsible for attending meetings and other agreed events in consultation with the Student Experience and Engagement Officer

· Successful applicants will be required to complete electronic timesheets each fortnight

· Successful applicants will ensure the implementation of all University policies that relate to equity, occupational health and safety, hazard reporting and safe work practices

EXPECTED COMMENCEMENT DATE

· May 2017 to accommodate a transitionary period

TO APPLY

· Applicants to email their Resume and Application to Kunal Sheth k.sheth@deakin.edu.au, and copy to Terry McCormick t.mccomick@deakin.edu.au
· Incomplete applications will not be reviewed

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
	Position:
	Team Leader, Faculty PG Mentor Program

	Expected commencement date:
	May 2017 for transitionary training

	Minimum Employment duration:
	Trimester 2 2017 & Trimester 3 2017 

	Contact:
	Terry McCormick

Tel: 9246 8901

Email: t.mccormick@deakin.edu.au


Personal details

	Given Name: 
	

	Family name: 
	

	Preferred Name:
	

	Mobile Phone:
	

	Deakin Email:
	

	Other email:
	

	*Nationality:
	

	*Gender: 
	

	*Age: 
	


*Deakin University is committed to a diverse working environment and abides by equal employment opportunity. This information is optional.  

Course details

	Student ID Number: 
	

	Expected semester/year of course completion:
	

	Currently enrolled Course (name & code): 
	

	Course major/s or specialisation:
	

	Total Number and list of units successfully completed:
	

	Current Grade Point Average (WAM):
	


Please address each of the following key selection criteria:

1) Why are you interested in this role? (Max 200 words)

	


2) What do you hope to gain from this experience? And what do you believe you can bring to this role?

(Max 200 words)

	


3) Please elaborate your understanding in communication skills. Provide an example of a situation that demonstrates your excellent communication skills. (Max 200 words)

	


4) Please elaborate your understanding of Peer Mentoring. Provide an example of a situation that demonstrates your experience/ or understanding of the concept. (Max 200 words)

	


5) Please respond to four (4) of the Selection Criteria in the Skills/Technique section

(Max 200 words for each criteria)

	


6) What is your understanding of transition issues facing students commencing University? What role do you think the Faculty Student Mentor Program plays in supporting student transition? (Max 200 words)

	


Declaration:

The information I have provided is complete and true to the best of my knowledge and the statements I have made within this document is truthful.

I understand that to be eligible for the Mentor Team Leader position, I must be able to commit approximately 15 hours on a weekly basis.

I understand that if my application is successful my contact details will be shared with other Team Leaders, Mentors and Faculty staff for communication purposes.

I understand that this is an application only and an offer is subject to a formal interview process. 

Name:






Signature:


Date:
To apply:

Please ensure you email the following documents to Kunal Sheth k.sheth@deakin.edu.au and copy Terry McCormick t.mccormick@deakin.edu.au  by 5 April 2017
Please submit completed Application Form.  Incomplete applications will not be reviewed.

Please attach current Curriculum Vitae with a minimum of two references; these can be academic and /or professional. Please be informed that referees may be contacted.

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