


JOB DESCRIPTION
   SCHOOL REPRESENTATIVE

ACCOUNTABLE TO:   	Student Voice Manager
LOCATION: 			Ealing, Paragon, occasionally Reading
CONTRACT: 		38 weeks (September - May)
HOURS: 			5 hours per week
SALARY: 			£14.80 per hour

JOB PURPOSE:
1. To provide day-to-day support for course representatives, contributing to the engagement of course representatives in formal and informal settings.
2. Play an active role in UWLSU’s Student Voice and Representation Team 
3. Participate in key Union and University meetings, boards and activities
KEY RESPONSIBILITIES:
1. To provide day-to-day support for student representatives, contributing to the engagement of student course representatives in formal and informal settings
· Support the process of electing and training course representatives.
· Support Course Representative to gain feedback and support them to deal with issues that arise with Union support, signposting and voice team processes.
· Support the research activities of the Representation Team.
· Facilitate events for Course Reps or Engagement Events School with SU Support.
· Play a key role in organising the annual Course Rep Conference and community building events.
· Be visible around campus through posters and social media content, including videos.

2. Play an active role in the Representation Team 
· To provide a friendly, efficient, warm and welcoming service to students. 
· Participate in Representation Team meetings.
· Provide information relating to Representation Team services as required by the Student Voice Manager.
· To participate in team planning discussions by putting forward ideas for improvements to the Representation Team’s services.


3. Participate in key Union and University meetings, boards and activities
· Support and participate in key UWLSU major events and activities, such as STAR Awards.
· Attend and contribute to University School Boards, Quality Committee Meetings and any other relevant meetings.
· Carry out all other reasonable tasks as determined by the Student Voice Manager.







































                   
PERSON SPECIFICATION

	CRITERIA
	Requirement

	  EXPERIENCE & QUALIFICATIONS

	Experience of working effectively on own initiative and as part of a team
	Essential

	Experience of working with volunteers/volunteering
	Desirable

	  KNOWLEDGE & SKILLS

	Understanding of confidentiality in the workplace
	Essential 

	General understanding of relevant UWL academic processes and systems
	Essential 

	Knowledge of working with databases
	Desirable

	Strong attention to detail
	Essential

	Enthusiasm to work with students to create a positive change at UWL
	Essential

	Commitment to improving the lives of students at UWL
	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




