
 

 

 

Student Welfare & Learning Support Coordinator 

Overview  

Fourth Monkey is recruiting for the role of a Student Welfare & Learning Support 

Coordinator to join its dynamic staff team based in their North London centre. The successful 

candidate will play a vital role in helping students with learning differences and welfare needs to 

access their training fully, providing support, direction and practical help to all students requiring 

access to Student Support. The support service, although fully integrated into Fourth Monkey, runs 

at a tangent to it and comprises the Student Welfare & Learning Support Coordinator, a 

bank of offsite counsellors and a Systemic Physiotherapist who all work closely together to ensure 

that students are supported through their training.  

 

It’s an exciting time to be joining the Fourth Monkey team; since marking our 10-year anniversary 

in 2020 whereby our two-year training course was successfully accredited as our BA (Hons) 

Acting Accelerated Degree by our degree-awarding partner Falmouth University, we have 

subsequently added the newly accredited CertHE Acting & Theatre Making and MA 

Collaborative Theatre to our training provision. In 2021, we also announced our new Regional 

Centre of Excellence in Bristol, whereby students from Bristol and the surrounding area will be 

able to learn on our CertHE Acting & Theatre Making course from September 2021.  

This job pack contains full details in relation to the job role and person specification. We ask 

candidates to please read all the information carefully before applying.  

Fourth Monkey is committed to creating a diverse and inclusive environment in which everyone can 

thrive. We welcome applications from those who are currently under-represented in our 

workforce - in particular, those who are ethnically diverse.   

 

 

 

 



 

 

 

Role Profile and Terms of Employment   

Job Title: Student Welfare & Learning Support Coordinator 

Contract: Full Time (1.0 FTE - 5 days a week) 

Hours of Work: Fourth Monkey works to a 40-hour working week. Standard office 

hours are 9am - 5.30pm, but there may be some requirement to 

work outside of these hours.  

Reporting To: Head of Training 

Line Management 

Responsibility:  

 

N/A 

Salary: £30-36,000  

Annual Leave: Annual leave is 28 days per year, including paid bank holidays 

Pension:  All staff will be automatically enrolled into a work Pension 

Scheme as part of our requirement to meet automatic enrolment 

legislation.  

Probationary 

Period: 

All new employees will be required to undertake a period of 

probation for six months.  

Flexible Working:  After 26 weeks continuous service, Fourth Monkey will consider 

applications for flexible working arrangements. Fourth Monkey 

will enable as many jobs to be open to job sharing as is 

operationally practical.  

 



 

 

 
 

About Fourth Monkey  

Fourth Monkey is both a drama school and professional theatre production company. Established 

in the summer of 2010, it was the UK’s first ever repertory training company - inspired by 

luminaries such as Judi Dench and Derek Jacobi, who lamented the decline of the repertory scene; 

the scene where they learned some of the most important lessons of their trade.   

Our students-in-training get a very real sense of what it is to be an actor, throughout their training 

they live and work as part of a performing company, developing the emotional depth and 

personal resilience needed to succeed in the industry.   

At the same time, our professional touring company, Fourth Monkey Ensemble, gives graduates 

the opportunity to profile themselves to the broader industry, whilst producing challenging, 

contemporary work.        

The organisation has grown rapidly over the last 10 years. In 2015, we moved into a specially 

renovated site in Finsbury Park, North London, ‘The Monkey House’ with extensive rehearsal, 

training and studio space, student facilities, offices and meeting space. In 2019, we partnered 

with TEF Gold Falmouth University for the accreditation of our BA (Hons) Acting Accelerated 

Degree, CertHE Acting & Theatre Making and MA Collaborative Theatre and in 2021, we 

announced the opening of our Regional Centre of Excellence in Bristol to run alongside our main 

operations from The Monkey House.  

 

Our vision is to create societal and cultural change through performance and training 

excellence. It speaks to our values, the things that we think are important.  

Our mission is to revolutionise the arts through innovative actor training, performance 

excellence and collaboration.   

 

 

 



 

 

 

Our Strategic Objectives 

1. To create fearless actors from the broadest of backgrounds; with the commitment, 

professionalism and practical skills to succeed 

2. To provide an accessible, sustainable and mutually beneficial development and career-long 

support structure for our alumni 

3. To produce high profile, ground-breaking theatre that not only provides a stage for our 

actors, but also challenges the status quo 

4. To create, advocate and engage in cultural and social change through partnership and 

collaboration 

5. To develop and maintain a sustainable infrastructure - a stable platform from which to 

achieve our mission. 

 

Job Purpose 

As Student Welfare & Learning Support Coordinator, you will be responsible for the 

management of student learning and welfare needs. You will be the point of contact for students 

seeking professional guidance and signposting on a range of issues related to learning 

differences as well as mental health. You will be responsible for the management and 

implementation of action points related to student DSAs, as well as managing our in-house 

Individual Bespoke Learning Plans that support students with learning differences. You will be 

responsible for the referral system to our bank of counsellors to support students dealing with 

mental health problems, as well as responsible for staff, practitioner and student training on the 

Fourth Monkey Learning Support Philosophy. This will include leading training sessions, as well as 

teaching sessions, to help students manage balancing the training with their own mental health 

needs. 

 

 

 



 

 

 

Job Description 

Student Development 

 

 You will lead staff meetings to induct staff and practitioners in understanding the Fourth 

Monkey Learning Support Philosophy 

 During Bootcamp and Induction days, you will lead sessions to ensure that students on all 

accredited courses understand the importance of personal accountability 

 You will be responsible for planning and leading / supporting the programming of 

sessions on Understanding Mindfulness and Negotiating Learning Differences, plus 

understanding the barriers to social inclusion that learning differences may bring, to 

support an informed and inclusive working environment for all 

 You will be responsible for designing information documents containing the pertinent points 

from the above sessions to be displayed in communal student areas such as the changing 

rooms, bathrooms and kitchen 

 You will support the creation of Individual Bespoke Learning Plans for the student body, 

with a focus on those with learning support needs. 

 

Student Contact  

 

 You will be the first point of contact for all students reporting to the office with Mental 

Health and Welfare needs 

 You will be responsible for establishing a relationship of engagement with and 

understanding of the support services available to students at Fourth Monkey 

 You will be responsible for student referrals to external agencies and support systems 

both inside and outside the Fourth Monkey framework 

 Support students to understand and navigate the external support available to them  

 Signpost and refer students to other sources of support as appropriate 

 Assist and support students with completing DSA applications on request 



 

 

 

 

 You will be the first point of contact and the point of contact thereafter for all students 

with Learning Differences. 

 

Learning Support Administration 

 

 Working with Admissions, you will be responsible for keeping track of incoming students’ 

DSA applications 

 You will be responsible for the content of student Individual Bespoke Learning Plans 

resulting from the DSA  

 You will be responsible for the record keeping of all the DSA applications and all actions 

that the DSA requires 

 You will be responsible for administering the Fourth Monkey Learning, Welfare and 

Training Support system  

 You will be responsible for the passing on of information and the course of action that 

results from the Learning, Welfare and Training Support system to the relevant course 

leader and the relevant practitioners 

 You will be responsible for updating the Learning Support section of the Student Profile 

document 

 You will be responsible for the updating the implementation of the Fourth Monkey 

Learning Support and Welfare Policies. 

 

 

Student Welfare Administration 

 

 You will be responsible for the information supplied to students about services and 

organisations that can help with advice or support for ongoing difficulties regarding 

Welfare or Mental Health issues 

 You will be responsible for managing what information needs to be provided to course 

leaders and practitioners surrounding student welfare and mental health issues 



 

 

 

 

 You will be responsible for the course of action that arises from student partial or non-

attendance or lateness pertaining to or as a result of Learning Support and Welfare 

issues. This may involve liaising with the appropriate course leader, organising a referral 

to the NHS, kick-starting the DSA process, initiating an Individual Bespoke Learning Plan to 

help the student fully access the training and possible referral to the Fourth Monkey 

Counselling System 

 You will be responsible for updating the Welfare section of the Student Profiles. 

 

Other Responsibilities  

 Adhere to Fourth Monkey’s policies and procedures, working within the wider protocols 

and maintaining good liaison with other teams across the organisation 

 Be an ambassador for Fourth Monkey at public-facing events  

 Champion the Fourth Monkey brand, messages, and communications initiatives to raise the 

profile and impact of Fourth Monkey 

 Ensure the effective delivery of the Fourth Monkey Strategic Plan and the Fourth Monkey 

Strategic Objectives 

 Undertake other duties from time to time, as requested by the Executive Director and/or 

Chief Executive. 

 

Person Specification 

Experience: 

 Relevant experience in providing welfare and disability advice 

 Experience and evidence of accurately and independently interpreting and applying 

regulations and operating procedures in the workplace 

 Experience of working in a Higher Education environment 

 Experience of working in a multi-cultural environment. 



 

 

 

Skills: 

 Knowledge and behaviours that support equality, diversity and inclusive practice 

 Knowledge and behaviours that support safeguarding as applicable to the role 

 Strong interpersonal skills, with the ability to communicate and build good working 

relationships with academic and professional services colleagues, as well as students 

 Strong IT Skills, including word processing, spreadsheets, databases and use of e-mail and 

the internet 

 Capacity to manage your own time effectively and deliver outputs consistent with 

expected standards in terms of productivity and quality 

 Well-developed organisational skills with the ability to prioritise workloads 

 Ability to work independently and take initiative 

 Able to analyse and provide solutions to problems 

 Confidence in taking decisions within area of expertise 

 Able to work meticulously with strong attention to detail, and to critically assess one’s own 

work to ensure accuracy of output 

 Able to work effectively and co-operatively as part of a team 

 Excellent written communication skills  

 Able to work calmly under pressure and adapt readily to changing circumstances 

 Able to set up and maintain efficient systems for record-keeping and managing workflow. 

 

Knowledge and Understanding: 

 An awareness of Higher Education learning / arts training environments  

 An understanding of Higher Education procedures, data processing and reporting 

 An understanding of, and interest in, the work of Fourth Monkey. 

 



 

 

 

Personal Qualities: 

 Well-motivated, target-orientated and results driven 

 Excellent interpersonal skills and willingness to work as part of a small team and on one’s 

own initiative 

 Flexibility within a changing environment. 

 

In return we offer a competitive salary, incentives, rewards, benefits and access to a cycle to work 

scheme and discounted rail travel as well as health benefits after stipulated period of 

employment.  

 

How to Apply  

Guidance for submission  

 Please send an up-to-date CV including contact details of two referees.  

Note: - we will not take up references before short-listing nor without your express 

consent. 

 Your cover letter should be used to tell us how you think you meet the requirements laid 

out in the Person Specification. Draw particular attention to experience, skills, 

achievements and knowledge gained in past employment or other activities which are 

relevant to the job and give examples to support what you say.   

 Ensure your application covering letter is no more than 2 pages long (2 sides of A4).  

 A completed Equal Opportunities Monitoring form (appendix 1). 

 

Applications should be emailed to jobs@fourthmonkey.co.uk, no later than the deadline for 

submissions at 5pm on Friday 6th August. 

Any applications arriving after this deadline will not be considered for shortlisting unless there are 

exceptional reasons.  



 

 

 

Shortlisted candidates will be invited to an interview on a rolling interview basis from point 

of application.  

If invited to interview, you will be asked to prepare and deliver a presentation, perform some 

tasks designed to test your suitability for the role and answer a series of questions.  

When answering these questions, you should always seek to substantiate your response with 

examples from your own experience. You should allow approximately 1.5 hours for the whole 

interview process. 

We regret that we will not be able to acknowledge receipt of all applications as we are a small 

team. If you do not hear from us within four weeks of the closing date, please assume that you 

have not been shortlisted. 

 

Candidates with Disabilities and Special Needs  

Please tell us if there are any reasonable adjustments, we can make to assist you in your 

application.  

If you have a disability which you would like us to take into account, please tell us about this when 

you apply. Please let us know if we can help and remember that you can request information in 

large print or in a different format if required.  

We endeavour to make all reasonable adjustments to accommodate disabled members of staff 

to ensure that the workplace is an accessible and inclusive environment.  

 

Equal Opportunities  

Fourth Monkey is committed to equal opportunities in recruitment and employment and opposes 

all forms of unlawful or unfair discrimination. 

We value the differences that a diverse workforce brings to an organisation and ensure that no 

job applicant or employee receives unfavourable treatment on the grounds of age, disability, 

gender reassignment, race, religion or belief, sex, sexual orientation, marital status or pregnancy 

and maternity.  


