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JOB DESCRIPTION and
PERSON SPECIFICATION




Job title: 			Student Experience Coordinator 

Department: 			London 

Starting salary: 		Grade A - £29,555 (inclusive of £4k London weighting)

Hours of work: 		Full time, 37.5 hours per week
				One-year, Fixed Term contract with the potential of extension

Responsible to: 		Students’ Union Manager (London)  

Responsible for: 		Volunteers/P/T Student Staff 


Purpose of role: 

Working with the Student’ Union Manager (London), the Student Experience Coordinator will play a crucial role in bringing students, Officers and existing SU staff members in London together to ensure that activity on the London campus is high quality, impactful and effective. 

Students studying at the University of Sunderland in London should feel that Your Students’ Union is their Union and that they can shape and influence its priorities and work. They should also feel that they play a crucial role in shaping and improving their university experience, and this role will coordinate work to ensure that the student's voice is embedded across the University.

The Student Experience Coordinator will work collaboratively with colleagues at the London campus and with key University staff to ensure a high standard of activity is delivered across London as well as the wider teams in the Students’ Union, based at the Sunderland campus. 

The post holder will need to demonstrate the essential criteria from the JD/Person specification within their application statement as well as have demonstrable experience in training and developing volunteers. 

Accountabilities:

The key accountabilities of the post holder will be:

Representation

Support the coordination of an outstanding academic representation system in London, ensuring that London Course Reps and Student Voice Reps are effectively selected, inducted, trained and supported to represent their peers and support the enactment of change within the university. 

Democracy
[bookmark: _Hlk63763103] 
Support the running of effective, smooth and inclusive elections, ensuring high participation and engagement in democratic processes for London students.

Enable students to use democratic processes to create change and that the Students' Union can measure the impact and then share this with key stakeholders across the institution as well as collaborating with the Student Voice Team to make sure democracy process are available for London students. 

Societies & Activities 

Support the development of Student Activities and Communities in London to ensure that students get the very best student experience outside of the classroom through the development of Clubs, Societies and Events, developing unique structures for London students to partake in extra-curricular activity and are empowered to do their roles. 

Welcome Activity

With support from the Students’ Union Manager (London), ensure that at all entry points there is a highly impactful range of activity taking place to ensure that students are aware of what the union has to offer and how students can get involved. 

Overall 

· Ensuring a high-quality experience for those participating in all areas of Students’ Union activity in London.
· Support the delivery of engaging and effective democratic processes in London to ensure that students’ voices are heard.
· Increasing the profile and awareness of Student Communities across the London campus and ensure these activities are student-led.
· Be an ambassador of the Students’ Union, developing positive internal and external relationships.
· Contribute to a positive, high-performing and inclusive culture across the organization and university.
· Support a culture of involvement and activism whereby students, student leaders and volunteers are put at the heart of Union decision-making and representation and other extracurricular activities. 

Responsibilities and Duties:

Delivery

· Be a support and advisor for Student Voice Reps, including holding regular one to ones and providing relevant role-related training. 
· Support and deliver accessible and participative Course Rep selection.
· Maintain and populate data systems and records related to student representation and other union led activity.
· Collaborate with the Student Experience team to develop effective and timely communication programmes that build participation and involvement within the democratic and representation activity of the Union. 
· Work collaboratively with the Student Communities Team to ensure elected representatives are provided with data from the representation model when lobbying for change internally and within the University and that best practice is shared across both the Sunderland and London campuses. 
· Support the delivery of our growing Student Activities program on the London campus ensuring that the opportunities for students are high impact, have a strong output to our membership and are safe. 
· With support from the Students’ Union Manager (London), support with the delivery of welcome activity at the Students’ Union in London.
· Working with the Student Communities Officer, ensure the continued smooth delivery of the lunchtime activity offer to engage students and create a community hub on campus.
· Work with the President: London and the Student Communities' Officer to ensure campaigns and activities are in alignment with the needs of London students. 




Development

· Support the Students’ Union offer in London to increase student engagement across the campus.
· Advocate for the organisation as a whole by promoting opportunities available both in London and Sunderland where appropriate. 
· Maintain own professional networks; taking opportunities to promote Sunderland SU on a local and national level and use sector-wide research and trends to inform activity and improvements. 

Feedback and analysis

· Record and monitor the impact of activity and projects specific to this role to the Students’ Union Manager (London) in a timely fashion, being able to evidence growth and the impact extra-curricular activity on the student journey.

Stakeholders

· Champion work with colleagues across Sunderland SU to involve students in co-creation, delivery and evaluation, and hold Sunderland SU accountable for our work. 
· Work with the Students’ Union Manager (London) to use structures to influence Sunderland SU’s strategy and shape future campaigns.
· Support Sunderland SU’s participation in the policy development processes of relevant organisations, such as the National Union of Students. 
· To build positive relationships with relevant stakeholders enabling the Students’ Union to exert influence, lobby and achieve change on behalf of members.
· Manage the relationships that allow Sunderland’s student leaders to influence and direct the priorities of local, regional and national people with power and influence.

Compliance

· To ensure compliance with relevant legislation and procedures in relation to policy, democracy and communications – such as H&S, the 1992 Education Act, GDPR, charity commission.
· To ensure the SU operates in compliance with our Articles of Association and bye-laws.

Other 

· Be an enthusiastic advocate for student leadership and the organisation's values.
· Actively engage in student-facing projects and activities of all kinds as required.
· Be administratively self-supporting.
· Undertake appropriate training as required.
· Maintain your professional networks.
· May be required to work some evenings and weekends.
· Undertake any other reasonable duties and responsibilities as determined by your line manager. 










  Person Specification: 

	
	Essential
	Desirable
	Method of assessment

	
	
	
	A
	I
	T
	D

	Qualifications

	Evidence of ongoing CPD
	ü
	
	ü
	
	
	

	Educated to A level standard or equivalent
	ü
	
	ü
	
	
	ü

	Educated to undergraduate degree level or equivalent
	
	ü
	ü
	
	
	ü

	Experience

	Experience of recruiting, training, working with and motivating students or volunteers
	ü
	
	ü
	ü
	
	

	Experience of successfully delivering projects or workstream
	ü
	
	ü
	ü
	
	

	Experience of communicating with a diverse range of people, both individuals and groups 
	ü
	
	ü
	
	
	

	Experience of using complex data and research findings to drive development and improvement 
	ü
	
	ü
	ü
	
	

	Experience of developing and maintaining positive relationships with stakeholders
	ü
	
	ü
	ü
	
	

	Experience of working with or within a Societies or Student Activities team
	
	ü
	
	
	
	

	Experience of supporting others to have their voices heard
	
	ü
	ü
	ü
	
	

	Experience of working in an educational and/or democratic environment
	
	ü
	ü
	
	
	

	Skills, Knowledge and Expertise


	Excellent interpersonal skills
	ü
	
	ü
	ü
	
	

	Ability to communicate and present information effectively in a variety of ways (written, verbal) and in situations
	ü
	
	ü
	ü
	
	

	Ability to problem solve effectively and creatively
	ü
	
	ü
	ü
	
	

	Confident IT skills including using Microsoft Office and knowledge of a variety of digital technologies
	ü
	
	ü
	
	
	

	Excellent time management and organising skills including being consistent and meeting deadlines
	ü
	
	ü
	ü
	
	

	Ability to be flexible and resilient in response to changing priorities and challenges
	ü
	
	ü
	
	
	

	Ability to work effectively in a team as well as work independently
	ü
	
	ü
	
	
	

	Ability to handle difficult situations and resolve conflict with sensitivity and diplomacy
	ü
	
	ü
	
	
	

	A commitment to supporting and developing the well-being of others
	ü
	
	ü
	
	
	

	Knowledge of current trends, resources and information related to student representation
	
	ü
	ü
	ü
	
	

	Values and Behaviours


	A demonstrable commitment to our organisational values
	ü
	
	ü
	
	
	

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

	Comfortable working in a democratic, student-led environment with the ability to empower and build constructive relationships with elected leaders
	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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