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JOB DESCRIPTION
JOB TITLE:



THE WORKS CO-ORDINATOR

SERVICE TEAM / UNIT:

MEMBERSHIP SERVICES
REPORTING STRUCTURE: 
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MAIN PURPOSE OF THE ROLE:
To be responsible for the effective operation and development of The Works, a partnership service of the Students’ Guild and the University, offering a one stop shop for students to access jobs, training and opportunities.

KEY RESPONSIBILITIES:

1. To take day to day operational responsibility for The Works, a service to promote activities which develop student employability located in the Students’ Guild. 

2. To publicise the services available effectively to bona fide students and meet student needs.

3. To be responsible for setting standards and to maintain a high level of customer service.

4. To report to the Steering Group, Employability Group and other relevant University and/or Guild meetings on matters relating to The Works. 
5. To act as budget holder for the service, and to investigate and secure all appropriate forms of funding to enhance the service.
6. To line manage staff within The Works.
7. To implement strategic planning into the operation of the service.
DESCRIPTION:

1. Day to Day operational responsibility of The Works
1.1 To build and maintain effective channels of communication between the service and the Careers and Employment Services (CES) within the University.

1.2 To liaise with CES vacancies team to produce up to date and accurate details of employment opportunities, and pass information back to CES to ensure effective monitoring and recording of all employer related activity.

1.3 To act as the point of contact for all employer related activity in the Guild

1.4 To liaise with University staff with an interest in student employment.

1.5 To lead on the implementation of plans from the Steering Group.

1.6 To identify best practice in other University Job Shops and within NASES and make recommendations for implementation. 
1.7 To establish and manage systems to receive vacancies from the CES Vacancies team and to advertise these to current job seekers.

1.8 To establish and maintain a database of students seeking employment opportunities.

1.9 To establish effective administrative systems and ensure that casual and other administrative staff maintain the above databases and use effectively.


1.10 To operate the IT system and related software used by the Guild and, where appropriate, the University.

1.11 To maintain personal and staff awareness of national and regional developments in the field and to attend as appropriate conferences, training events and meetings.
1.12 To ensure all knowledge on employment law and other relevant information is current and up to date and to pass onto The Works team.
1.13 To ensure compliance of the service with all relevant legislation, including Health and Safety and Equality.
2. Promotion and Publicity of the Service.
2.1 To liaise with the University CES team, Guild staff and other interested parties for whom employability and student development is a key focus, and ensure that all of these activities are publicised via The Works.
2.2 To establish and manage systems to promote wider university employment schemes to students and to incorporate other programmes such as training and preparation for work in the offering.

2.3 To promote The Works through all available media, including posters, flyers and internet to students of Exeter University. 

2.4 To be responsible for advertising student staff vacancies in accordance with the provisions of University of Exeter procedure on Recruitment and Selection of Student Staff. 

2.5 To discuss with and advise students on the types of work available, to enable them to recognise and match employer skills requirements and to advise on appropriate training and development opportunities to improve their employability.

2.6 To provide students with information on the working hours recommended by the University and to try, so far as possible, to support those recommendations.

2.7 To produce supporting literature for the users of The Works, in conjunction with the Advice Unit and CES , with particular regards to employment legislation, i.e., work permits, contracts of employment, tax and national insurance contributions

2.8 To liaise with other campus agencies concerned with student employment, employability and welfare such as the CES, the Advice Unit, the Education Unit and Counselling Service as well as appropriate Guild facilities.
2.9 To conduct presentations to defined groups of students, including International Students on the services available and information relating to employment, training and other opportunities available during their studies at Exeter.  
2.10 To promote the service through relevant events such as University Open Days, Welcome Week and student support fairs.
3. Customer Service
3.1 To be involved actively in monitoring, enhancing and developing the service and associated service level statements

3.2 To develop and maintain quality standards for The Works with the emphasis on customer care for all service users
4. Liasion with the Steering Group, Employability Group and other University and/or Guild committees 
4.1 To produce regular statistical information to support usage of the service, in terms of students registered, jobs advertised and companies using the service.

4.2 To attend the steering group and any other relevant meetings and be advised of views of individuals from within the University and the Students’ Guild and act to develop the service accordingly.

5. Financial responsibility
5.1 To work with the Student Support Services manager to develop budgets for forward financial planning. 

5.2 To be responsible for managing The Works budget and ensuring the service meets budgeted targets.

5.3 To ensure all costs for The Works are monitored and controlled against budgets.
5.4 To provide timely monitoring reports throughout the financial year.
5.5 In liaison with relevant Guild and University staff to investigate, secure and maintain alternative funding streams for the enhancement of the service, including sponsorship and advertising income. 
6. Line Management 
6.1 To line manage all student staff or permanent staff employed in The Works. 
6.2 To recruit, train, direct, develop and discipline staff in accordance with current terms and conditions.
6.3 To provide regular ongoing training for student staff for the better performance of their duties.

7. Implementation of strategic planning.

7.1 To take responsibility for the implementation of strategic planning and objectives in The Works, in consultation with the Student Support Services Manager and Membership Services Manager.

7.2 To develop and to continually evaluate the operational plans for The Works within Student Support Services/Membership Services.

8.. Other duties


8.1 To attend staff meetings as directed by the Student Support Services Manager.

8.2 To attend relevant training organised by the CES and others to ensure up-to-date knowledge of Employability services available throughout the University.   

8.3 To be committed to continuing professional development, attending training events and conferences as required and as time and funding allows.
8.4 To promote the Guild in all relevant opportunities 
8.5 To undertake any other reasonable duties and responsibilities as required by the Student Support Services Manager or other senior Managers of the Guild as and when necessary.

PERSON SPECIFICATION

	CRITERIA
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS, TRAINING AND EXPERIENCE
	
	

	Educated to degree level or equivalent
	√
	

	
	
	

	1 years previous experience in a support/advisory environment or  a similar field 
	√
	

	Proven experience of instigating development
	√
	

	Demonstrable experience of working within a student market
	
	√

	Demonstrable experience of working effectively on own initiative
	√
	

	Experience of managing projects
	√
	

	SKILLS, KNOWLEDGE AND ABILITY
	
	

	Knowledge of key issues affecting students and Higher Education
	√
	

	Knowledge of the role of student unions and elected officers
	
	√

	Computer literacy – Microsoft XP
	√
	

	Knowledge of employment legislation  
	
	√

	Able to present information clearly and concisely in written oral formats 
	√
	

	Able to create and maintain strong working relationships with a wide range of people including University personnel and students
	√
	

	Networking skills
	√
	

	Able to communicate effectively with people at all levels
	√
	

	Able to represent the Guild to staff and external contacts in a professional manner
	√
	

	Able to overcome hurdles and problems in a constructive manner
	√
	

	PERSONAL ATTRIBUTES AND ATTITUDES
	
	

	Welcoming of change
	√
	

	Self motivated and self reliant
	√
	

	Flexible and adaptable
	√
	

	Team Player
	√
	

	Supportive and Cooperative
	√
	

	Encourages learning for self and others
	√
	

	Proactive
	√
	

	Tactful and diplomatic
	√
	

	Demonstrates high standards of integrity
	√
	

	Commitment to equality of opportunity
	√
	


JOB HOLDER’S SIGNATURE: ……………………………………………………………

DATE: ………………………………………………………..
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