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JOB DESCRIPTION and
PERSON SPECIFICATION



Job title: 		Student Data and Website Assistant 

Department: 		Student Experience Team

Salary: 		£12.71 per hour plus holiday pay

Hours of work: 	Hours based on organisational need.

	Guaranteed 10 hours per week during term-time which must be worked between Monday and 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:	Head of Sunderland 

Responsible for: 	None

Purpose of Role: 

We’re looking for a motivated and curious student to help shape the future of our Students’ Union website. This role offers a unique opportunity to gain hands on experience in website development, user research, data analysis and digital strategy while helping us improve how we engage with our students. 
You will work closely with staff to review and improve the Students’ Union website, gather feedback from students, analyse engagement data and help turn insights into meaningful actions and improvements. 
This is an exciting opportunity for a student interested in digital communications, user experience, web development, data analytics and marketing. 
Key Responsibilities: 

Website Review: 
· Conduct regular reviews of the Students’ Union website to identify areas of improvement
· Assess website content, functionality, accessibility and user experience 
· Research best practices and make recommendations for website improvements 
· Learn how the website management system works and implement approved updates

Student Research: 
· Engage directly with students through on campus activities, surveys and informal conversations.
· Gather evidence and feedback to support website changes and digital developments 
· Identify students’ needs, barriers and opportunities to improve engagement 
· Present findings and recommendations to relevant staff teams 

Data Analysis & Insights: 
· Analyse website, engagement and participation data
· Help transform raw data into meaningful reports, dashboards and visual insights 
· Support development of data led decisions for planning
· Identify trends in student engagement and areas where engagement could be improved 
· Help Your SU understand who is currently engaging with us and who may be underrepresented 
· Make recommendations on how data collection and reporting processes can be improved 

Future of the website: 
· Participate in discussions and planning relating to the future development of the Students’ Union website 
· Support design, testing and development of a potential new website should a redevelopment be approved by board

Person Specification: 
	
	Essential
	Desirable
	Method of assessment

	
	
	
	A
	I
	T/P
	D

	Qualifications


	Current student at the University of Sunderland, actively enrolled and registered on a programme of study, and not on a leave of absence

	ü
	
	ü
	
	
	ü

	Experience


	Currently completing a course related to this role: Website, Marketing, Digital etc…  
	ü
	
	ü
	ü
	
	

	Experience of engaging with a diverse range of students
	
	ü
	ü
	ü
	
	

	Skills and Knowledge 


	Excellent communication and 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
	
	

	Knowledge around collecting, recording and analysing data 
	
	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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