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Birmingham City Students' Union

Student Experience Assistants
Principle purpose of job:
To provide a dynamic & friendly welcome to all our new students

To provide detailed information about Birmingham City Students' Union, and act as an ambassador for the Union and it’s events during the Freshers period 

To supervise the team of Freshers Crew whilst on shift  

Department:
Student Activities
Location: 
All Birmingham City University Campuses as required, along with some external venues on occasion.
Responsible to: 
Student Development Coordinator
Responsible for:
Freshers Crew Team Members
Specific Duties:
1. Provide a dynamic & friendly welcome to all our new students
a. To welcome and support new students in a friendly and approachable manner.

b. To actively seek out students who are not engaging in activities or with their peers.
c. To be able to respond appropriately to requests for information or advice.
d. To signpost students to locations and services when required.

e. To provide a reassuring presence for students and their parents during the freshers period.
f. To be respectful of diversity and target information and activities accordingly.

g. To promote equal opportunities in line with the Students’ Union policy.
2. To provide information about Birmingham City Students' Union, and act as an ambassador for the Union and it’s events during the Freshers period.

a. To distribute information about the Students’ Union as requested.
b. To distribute publicity information regarding Students’ Union events and activities when required.
c. To positively promote the services and activities of the Students’ Union.

d. To be in a position to explain how the Students’ Union works and encourage new students to get involved.
e. To communicate with team members and students in line with Union communications policies.  
f. To work with all Union offerings to ensure we satisfy our customers’ needs.

3. Supervise the Freshers Crew Team
a. To distribute briefing sheets, publicity, or other information, as requested to members of the Freshers Crew.
b. To be responsible for ensuring teams follow the rota and know where they should be and when.
c. To effectively delegate responsibilities & instructions to team members.
d. To motivate all crew members to continually work at the correct standard & with a high level of enthusiasm.

e. To liaise on a day to day basis with the Student Development Coordinator to ensure a smooth operation & eliminate problems.
f. To co-ordinate sufficient breaks for team members during a shift.
g. To lead by example at all times.
h. To update the guestlist before each event ensuring only those that attended shifts are rewarded with free entry.

i. To be the main point of contact for complaints from Freshers Crew Teams or students.
j.
To ensure all Freshers Crew members are pulling their weight and working as a team.
4. General Duties
a. To undertake other duties that may be assigned by the employer, as might reasonably be expected within this position.
b. To ensure that no alcohol or intoxicating substances are consumed prior to or during a shift by themselves or other team members.
c. To attend training sessions, briefings or other meetings as requested.

d. To coordinate transport to and from events through effective procedures

e. To steward and coordinate stewards during the Freshers Bar Crawl.
Person Specification
	Attribute
	How Assessed

	Te be able to act in a polite, friendly and helpful manner
	Application form and Interview

	To display the highest standards of honesty and integrity at all times
	Application Form and Interview

	To display the highest standard of punctuality
	Application Form

	To have supervisory experience & to have worked as a member of a freshers crew at least once.
	Application form and interview

	To have experience of delivering the highest standards of customer service.
	Application Form and interview

	To be able to work flexible hours and in a position to work nights and weekends.
	Interview.

	A commitment to equal opportunities
	Application Form and interview 
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