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JOB DESCRIPTION and
PERSON SPECIFICATION




Job title: 		SU Crew

Department: 	London, 4 Harbour Exchange Square, E14 9GE

Salary: 		£12.71 per hour 

Hours of work: 	Hours based on organisation need and allocated to SU Crew team 
			 
Responsible to: 	Student Experience Coordinator (London)

Responsible for: 	None



Purpose of Role: 

We are looking for reliable and approachable students to join our SU Crew. This is an excellent opportunity to develop practical workplace skills while contributing to an inclusive and student-focused campus environment. SU Crew members play an important role in supporting the permanent Students’ Union staff team, particularly through the delivery of our student-facing Helpdesk services, student engagement and administrative activities.
Key responsibilities include:
· Providing a welcoming, accessible and professional first point of contact for students through the SU Helpdesk
· Responding to student enquiries, offering appropriate guidance and accurately signposting students to relevant university departments, support services and Students’ Union opportunities
· Maintaining accurate records of enquiries, completing Helpdesk forms and ensuring information is recorded consistently, confidentially and in accordance with established procedures
· Undertaking administrative responsibilities, including data entry, maintaining spreadsheets, preparing materials and using Microsoft applications to support daily operations
· Following instructions, adhering to the Students’ Union Code of Conduct and maintaining appropriate professional boundaries, confidentiality and accountability




We are particularly interested in applicants who demonstrate:
· Excellent interpersonal, communication and active listening skills, with the confidence to engage respectfully with students from diverse backgrounds.
· Strong organisational skills, attention to detail and the ability to follow instructions accurately and independently.
· Proficiency in Microsoft Excel, PowerPoint and Forms, alongside a good working knowledge of Microsoft Teams and Outlook.
· Professionalism, reliability, sound judgement and a willingness to learn and respond constructively to feedback.
· The ability to recognise when an enquiry requires escalation rather than providing advice beyond their responsibilities.
This is a casual worker position offering flexible shifts of up to 20 hours per week, allocated based on operational requirements and availability. Applicants must be current students at the University of Sunderland in London.
We welcome applications from students who take pride in providing excellent service, demonstrate initiative and are committed to supporting their wider student community.

Person Specification: 

	
	Essential
	Desirable
	Method of assessment

	
	
	
	A
	I
	T
	D

	Qualifications

	A current student at the University of Sunderland in London 
	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 or volunteering at events or activities
	
	ü
	ü
	ü
	
	

	Skills and Knowledge 


	Excellent interpersonal skills
	ü
	
	ü
	ü
	
	

	Confident IT Skills including using Microsoft office
	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
	
	

	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
	
	



	
*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.

Reviewed: September 2026
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