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JOB DESCRIPTION

JOB TITLE: 
 
Student Representation and Democracy Support Assistant


GRADE:

Scale 3, Points 14-15 (£15,725 - £16,054)
SECTION:

Representation and Democracy - Member Services




RESPONSIBLE TO:
Representation and Democracy Manager 
STATEMENT OF JOB PURPOSE:
· To support the Representation and Democracy function in delivering a high quality service to students, officers and staff.

· To support the development and coordination of representative and democratic initiatives in line with agreed strategies, policies and procedures. 
· As a member of the Representation and Democracy team, to contribute positively to the achievement of Hallam Union's overall mission, vision, values and objectives.
MAIN DUTIES AND RESPONSIBILITIES

1. Work with the Representation and Democracy Manager to assist in the delivery of a high quality democracy programme in accordance with Hallam Union's core mission, vision and values
2. To assist the Student Representation Coordinator in the delivery of a high quality student representative programme in accordance with Hallam Union's core mission, vision and values. To provide support for all student representatives inclusive of but not limited to Faculty and student reps, elected officers, Union Representatives, election candidates and associated activities. 
3. To assist the Representation and Democracy Manager in the providing of a range of events and activities inclusive of elections, union meetings, student involvement and representative projects, awards showcases, recruitment fairs, outreach and volunteer schemes.
4. To provide support for Hallam Unions democratic structures and constituted groups and ensure adherence to the constitution
5. To assist the Student Representation Coordinator to train volunteers and develop training programmes to support volunteers, committees and office bearers
6. To assist the Student Representation Coordinator with communication and coordination tasks associated with student representation
7. To assist and support students, staff and officers in the development of student representative activities and other relevant areas of their work.
8. To contribute to and participate in cross departmental working groups as required.
Common Requirements for all Posts

9. To work within the framework of Hallam Union's Articles of Governance, Byelaws and Policies, ensuring that your work furthers the Union's core values and objectives.

10. To demonstrate a commitment to Hallam Union's Equality and Diversity Policy, together with an understanding of how it operates within the responsibilities of the post.

11. To demonstrate a commitment to Hallam Union's Ethical and Environmental policies, together with an understanding of how they operate within the responsibilities of the post.

12. To undertake Health and Safety duties and responsibilities appropriate to the post, at all times having regard to your own and others' health and safety.

13. To provide excellent customer and client care in dealings with students, officers, staff and members of the public

14. To contribute to the development of a professional working and learning environment within the Union.

15. To have a commitment to your own development and a willingness to undertake relevant training opportunities.

16. To have a flexible approach to work in order to meet deadlines.

17. To perform any other reasonable duties in consultation with your line manager.

From time to time you may be required to undertake cross site working.  
This job description is a guide to the work you will initially be required to undertake.  It may be changed from time to time to meet changing circumstances.  It does not form part of your Contract of Employment.
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PERSON SPECIFICATION 

Job Title:   Student Representation and Democracy Assistant
Section:     Representation and Democracy - Member Services      
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	Qualifications

A degree or equivalent qualification
GCSE Grade C in English and Maths or equivalent qualification

Experience

Experience of working with student representatives and volunteers 
Experience of supporting and delivering projects 
Working within the Students' Union movement or similar third sector organisation 
Skills

Knowledge of key aspects of relevant legislation

Ability to create and maintain strong working relationships with a wide range of people, including students and University personnel
Demonstration of an understanding of issues affecting students, students unions and higher education
Ability to work effectively in a democratic environment

Excellent customer services skills

Ability to devise, plan and run training sessions and events
Excellent written, verbal, presentation and communications skills 
Organisational and planning skills, and the ability to prioritise and organise your own workload

Ability to work under own initiatives and as part of a team

Ability to make judgements based on agreed policies and procedures

IT literacy including social networking and media
Ability to adapt and work within a changing environment 
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