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Job Description

Job Title:



Student Job Hunting Assistant

Team:




The Works
Organisation:



University of Exeter Students’ Guild

Reporting To:
The Works Coordinator
MAIN SUMMARY OF JOB

Purpose of post:

To support the generation of part-time, vacation and casual opportunities under the direction of the Employment Services Team within the Careers & Employment Service and The Works Coordinator.

Main Duties and Responsibilities:

1. To visit a specified range of employers as guided by the EST, canvassing for vacancies and disseminating information about the vacancy services available through the University: Jobsurfing, The Works, PT Jobs Fair, etc. as appropriate.

2. To use printed publicity material for this purpose as provided by The Works.

3. To assist with telephone canvassing a range of employers informing them of the details of the vacancy service and obtain details of current vacancies the employer wishes to advertise, as guided by EST.

4. To map specified areas, noting the presence of possible employers as guided by EST.

5. To pass on all details of vacancies found to the Vacancy Co-ordinator and update the EST contact management systems with details of activity as directed by the Vacancy Co-ordinator.

6. To maintain familiarity with the various services offered by the University and the Guild, primarily pertaining to PT work, but also placement schemes, fairs, and any other appropriate services relating to Employability.

7. To refer any contacts or enquiries to the Vacancy Co-ordinator and The Works Coordinator for follow up by the EST.

8. To meet regularly with the Vacancy Co-ordinator and The Works Coordinator to evaluate and review activity and plan next steps.

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

PERSON SPECIFICATION:

	Criteria
	Essential
	Desirable

	Skills, Knowledge and Ability
	
	

	Computer literacy – Microsoft Office, Email, Internet,
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	Able to communicate effectively with a wide range of employers at all levels
	[image: image3.png]



	

	Able to write clear, comprehensive reports
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	Able to be self-organised and plan own work within a clear set of guidelines
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	A professional manner both in person and on the telephone
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	Experience of Sales or Telemarketing
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	Knowledge of services offered under the Employability brand
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	Personal Attributes and Attitudes
	
	

	Confident and Persuasive (the role requires being able to approach store staff and managers in person and sell the vacancy service to them and possibly cold calling on the telephone)
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	Tenacious and persistent; able to handle rejection
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	Flexible and adaptable
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	Proactive and able to act on own initiative
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	Tactful and diplomatic
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	Reliable
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Please sign below to say you have read the Job Description and agree to follow it as your way of working:

Student Staff Signature ………………………………………………… Date …………………………….. 

