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JOB DESCRIPTION and
PERSON SPECIFICATION



Job title: 		Regional Change Assistant 

Department: 		Student Communities Team

Salary: 		£12.71 per hour plus holiday pay

Hours of work: 	Hours based on organisational need - guaranteed 7 hours per week term-time which must take place Monday-Thursday 9am - 5pm in the Students’ Union office at City Campus (some local travel and evening work may be required)

	Fixed term contract until July 2027
			 
Responsible to: 	Student Communities Manager 

Responsible for: 	None


Purpose of Role: 

This is an exciting opportunity to join our Student Communities Team and support the delivery of a pioneering project to create big change for students in the North East of England. 
Transport has been identified as a major area of concern for students. We know many Sunderland students commute to campus from all over the North East region and so a region-wide campaign is necessary to effect the change students want to see. The University of Sunderland Students’ Union is initiating a regional transport campaign, which will bring together other students’ unions in the region to lobby the North East Mayoral Authority and other key stakeholders.
This role will involve the necessary administrative tasks required to make this important piece of work happen. Key tasks will involve (but not limited to): 
· Answering queries in the shared team inbox relating to the project.
· Maintaining a list of stakeholders, keeping them informed and ensuring all are invited to key events.
· Booking accessible venues and catering for events, creating seating plans, preparing resources, and making accessible information packs for attendees.
· Maintaining shared files across all students’ unions involved across the region, ensuring all have access.
· Planning meeting agendas and timings.
· Recording minutes and actions and monitoring the progress of agreed actions.
· Developing resources as required for the project.
· Talking to students on campus about issues in the region such as transport and recording insights.
· Keeping office and storage spaces tidy and organised.

The Student Communities Team provides key services and support for student voice and activities. Community organising principles are used to enable students to feel part of a community and enact the changes they want to see. 
We are looking for someone who is passionate about making a difference for students, not just in Sunderland but across the North East region. This is an important project for the Students’ Union, so good organisational and administrative skills are essential, as well as the ability to work proactively and efficiently, without close supervision.
You will be required to work flexibly across different hours and locations. The availability of additional hours may vary depending on operational requirements and your skills and experience. We are looking for a student who can work well in a team, is confident engaging professionally with a range of stakeholders in different settings and can bring new ideas and enthusiasm to the project.
We would like to hear from you about the skills you might be able to bring to the role in addition to the person specification, whether that’s event management, campaigning experience, or anything else you can think of. This is a great opportunity to gain valuable work experience and develop key skills that can be applied to a range of careers.



Person Specification: 

	
	Essential
	Desirable
	Method of assessment

	
	
	
	A
	I
	T
	D

	Qualifications


	A current student at the University of Sunderland
	ü
	
	ü
	
	
	ü

	Experience


	Experience of working collaboratively with others
	ü
	
	ü
	ü
	
	

	Experience of working with a diverse range of people
	
	ü
	ü
	ü
	
	

	Experience of working in administration roles 
	
	ü
	ü
	ü
	
	

	Skills and Knowledge 


	Excellent interpersonal skills
	ü
	
	ü
	ü
	
	

	Confident IT Skills including using Microsoft Office and Teams
	ü
	
	ü
	ü
	
	

	Excellent time management and organising skills
	ü
	
	ü
	ü
	
	

	Ability to establish positive relationships with staff and students
	ü
	
	ü
	ü
	
	

	Ability to work on own initiative, as well as part of a team. 
	ü
	
	ü
	ü
	
	

	Knowledge of the function and purpose of a student’s union
	
	ü
	ü
	ü
	
	

	Values and Behaviours


	Comfortable working in a democratic, student-led environment
	ü
	
	ü
	ü
	
	

	Strong commitment to, and understanding of, the principles of equality, diversity, and inclusion
	ü
	
	ü
	ü
	
	

	Ability to thrive in a busy and fast-paced environment
	ü
	
	ü
	ü
	
	

	Passionate about making change for students
	ü
	
	ü
	ü
	
	



	
*A = Application form, I = Interview, T/P = Test or Presentation, D = Documentary Evidence

This job specification is non-contractual and is subject to alteration after consultation with the post holder.
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