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JOB DESCRIPTION
	JOB TITLE:


	STUDENT INFORMATION ASSISTANT

	SERVICE DEPARTMENT:


	MEMBERSHIP SERVICES

	TEAM:


	STUDENT SUPPORT

	UNIT:


	THE WORKS

	ORGANISATION:


	UNIVERSITY OF EXETER STUDENTS’ GUILD


	REPORTING TO:


	LEANNE FENNELL 

(THE WORKS COORDINATOR)

	
	


MAIN SUMMARY OF JOB
Purpose of post: 
To provide students with information about part time job opportunities and employability events, encouraging them to enhance their employability and CV’s. 
Main duties and responsibilities: 

1. To open up the office when shift starts at 10am.
2. To set up the computers ready for administration, registration and bookings with Jobcentre and job hunting pages minimised.

3. To maintain a tidy and welcoming environment for students and staff members and keep all the information boards up to date.

4. To deal with telephone enquiries.
5.  To monitor the service as appropriate and as directed by The Works Coordinator.  
6. To be the student expert and advocate on everything to do with employability and give 1:1 information and support to students with finding part time, temporary and vacation work, training and opportunities, encouraging them to enhance their CV’s and employability.

7. To take part in training as and when required.
1. To open up the office when shift starts at 10am.
· Pull up the blinds, turn around the sign and prop the door open, switch on all computers.

2. To set up the computers ready for administration and bookings.
· Login to Prospects Net and Careers Events Administration website.

· Find job hunting sites, University CV template and keep them minimised on the student pc’s.
· Open the student registration page ready for students to register.
3. To maintain a tidy and welcoming environment for students and staff members and keep all the information boards up to date.
· Be well presented and maintain a friendly composure.

· Stand up to greet students and smile, “How can I help?”

· Make sure that the main desk is tidy, clean, organised and approachable.

· Maintain organised and clear information boards.

· Put up any new posters as and when they are delivered.

4. To deal with telephone enquiries.
· Answer the phone in a polite and friendly manner.

· Assist with any enquiry where possible.

· Take a message and pass it on where appropriate.  

· If you are unable to help, take name and number and pass on to The Works Coordinator.

· Check the answer phone every morning and deal with enquiries.

5. To monitor the service as appropriate and as directed by The Works Coordinator. 
· Fill in student enquiry form and any other data collection forms as and when required.
· Assist with any surveys of students when requested.

6. To be the student expert and advocate on everything to do with employability and give 1:1 information and support to students with finding part time, temporary and vacation work, training and opportunities, encouraging them to enhance their CV’s and employability.
· When a student walks in welcome them and ask how you can help them.
· If it is an enquiry about application details for a job print off the details for them.
· Assist students with their search of the vacancy board, newspaper jobs pages and internet sites and print off one or two vacancies if suitable.
· Promote up coming one-day jobs (racecourse etc) and sign up suitable candidates on relevant sign up sheets.
· Always try to promote and encourage students to sign up to/attend employability events, go through everything coming up.
· Book the student onto required courses (and return cheques and cash if the student has attended) following standard procedure.
· Assist students with booking duty appointment following the 24hours in advance rules.

· Every enquiry dealt with, whether it’s email, phone or face to face must be inputted onto the student enquiry form with outcomes noted.
(Please note, ideally the aim for each student who comes in is for them to register and leave hopefully with the right job for them, to have signed up for employability events, taken information away and to have booked a duty appointment for specialist advice and CV check.

7. To take part in training as and when required.

· To be as flexible as possible for attending training events as you are the student expert on employability and need to be kept up to date with your knowledge regularly throughout the term.
Personal Specification

	CRITERIA


	ESSENTIAL
	DESIRABLE

	SKILLS, KNOWLEDGE AND ABILITY
	
	

	Computer literacy  - Microsoft XP
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	Computer literacy – Internet and Microsoft Outlook
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	The ability to communicate clearly with a wide range of students
	[image: image4.png]



	

	The ability to present written information clearly and concisely 
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	An interest in employability
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	Able to represent The Works in a professional, approachable manner
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	The ability to overcome hurdles and problems in a constructive manner
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	Good knowledge of services offered by The Works and the Careers and Employment Service
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	Able to demonstrate initiative
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	PERSONAL ATTRIBUTES AND ATTITUDES
	
	

	Approachable and friendly
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	A confident communicator 
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	Flexible and adaptable
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	Reliable
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	Proactive
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	Team Player
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	Supportive and Cooperative
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	Tactful and diplomatic
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Please sign below to say you have read the Job Description and agree to follow it as a way of working:
Student Staff Signature ………………………………………………… Date …………………………….. 

