
JOB DESCRIPTION
FRONT DESK ASSISTANT
ACCOUNTABLE TO: Advice & Wellbeing Manager 
LOCATION: 		   SMR and Paragon 
CONTRACT: 	   38 weeks (September – May)
HOURS: 		      10 hours per week

SALARY: 		   £14.80 per hour

JOB PURPOSE
1. To provide day-to-day customer service support and assistance to students at our main SU reception points at SMR and Paragon campus
2. To play an active role in the work of the Advice & Outreach team and its projects, setting up case files and scheduling appointments.
3. To be able to support the delivery of administrative duties to assist in the delivery of SU 


KEY RESPONSIBILITIES
1. To provide day-to-day customer service support and assistance to students at our SU reception points

· Follow all SU Reception processes to an excellent standard.
· Carry out all enquiries in a professional and welcoming manner in person, on the telephone or via email
· Provide information, guidance and low-level advice to students on all areas of the SU's work.
· Follow-up with students in writing as appropriate when advice has been given project.
· Signpost and escalate student issues appropriately to help ensure that student receive the support and assistance they require.
· Undertake the sale of merchandise, products and event tickets.
· Support the SU by ensuring that our customer service points are accessible, clean and tidy.
· Support other departments with admin duties which coincides with SU Reception processes.
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2. To play an active role in the work of the Advice & Wellbeing Team.
· Provide friendly, efficient customer service and create a warm and welcoming service to students.
· Support the delivery of Advice & Wellbeing team campaigns through surveying students and holding conversations on campus under set briefs in Advice on Tour Campaigns.
· Participate in SU Reception team meetings.
· Participate in team planning discussions and evaluation by putting forward ideas for improvements of the Advice & Wellbeing Team services, projects and activities.
· Support the delivery of the Big Conversation Project.

3.To be able to support the delivery of administrative duties to assist in the delivery 	   of SU Central.
· To be able to appropriately respond to queries and emails.
· Support other departments with admin duties which coincides with SU Reception processes.
· Undertake duties as requested by the Advice & Outreach Manager to ensure that SU reception operations comply with risk assessments, data protection and confidentiality and other relevant policies and procedures of UWLSU Advice
· Undertake the booking of advice appointments, and student activities signups at the front desk



PERSON SPECIFICATION
 
 
	CRITERIA
	Requirement

	  EXPERIENCE & QUALIFICATIONS

	Excellent practical customer service experience or experience engaging customers in conversation    
	Essential

	Experience working effectively on one’s own initiative    
	Essential

	Experience in office administration    
	Essential 

	Experience of working in events and participation activities    
	Essential

	  KNOWLEDGE & SKILLS

	Strong understanding of confidentiality    
	Essential

	Understanding of how students’ unions work  
	Essential

	Strong IT literacy skills especially in Outlook, Microsoft word, excel and the ability to quickly learn new software    
	Essential

	Understanding of the importance of positive relationships and partnerships with key stakeholders    
	Essential

	Understands and adheres to relevant policies and procedures.    
	Essential

	Ability to engage a diverse range of students and understands their needs  
	Essential 

	  UWLSU COMPETENCIES 

	Works collaboratively with others
	 Essential
 

	Innovates and embraces change
	 Essential
 

	Communicates and influences effectively 
 
	 Essential

	Problem Solver
 
	 Essential

	Plans and organizes effectively
 
	 Essential

	Effective decision maker 

	 Essential

	  VALUES

	Understanding of the meaning of UWLSU’s core values of Inclusive, Collaborative, Informed, Committed, Empowering, Innovative.
	Essential

	Desire to work in an organisation serving a culturally diverse membership 
	Essential

	Demonstrates positivity, treats others as equals and has a strong commitment to Equality and Diversity 
	Essential
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