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Job Description
Job title: 
Societies Coordinator
Accountable to:
Membership Services Manager (Deputy Chief Executive)


Key relationships:
Chief Executive, Vice President Education, RSU President, Vice President Welfare, University Staff, Societies, Students.
Location:
Froebel College, Roehampton although regular time on other colleges maybe expected


Hours:


35 hours per week


Purpose of post: 
To assist the union on offering an excellent societies programme by providing management, support and assistance to our 66 societies. 
	Reports to:

Membership Services Manager
	Direct responsibility:
Societies Committees


	Role Code:

RU 4 - £23,518 – £25,315
	Role Title:

Societies Coordinator 




	General Requirements to reach effective performance

	

	General attainment:

Educated to degree level or equivalent college/University experience.
Additional experience and qualifications in running activities for young people.
	Job related work experience, skills and knowledge:
To be able to work independently on projects and be both proactive in supporting and advising students and reactive when they need support.

Ability to deliver good quality training and resources to enable others to be successful.
	Time required to achieve effective performance:

2 months




Person Specification – Societies Coordinator
Criteria







Essential/Desirable
Experience and training

· Experience of training staff or volunteers





E

· Experience of office administration






E

· Experience of working with a wide range of both internal and external contacts

E

· Experience of using systems to manage information effectively



E

· Experience of working in a busy office






E

· Training in risk assessment and health and safety 




D

· Knowledge of working in a students’ union or HE/FE




D

· Experience of working with volunteers and students




D
Skills/knowledge

· Knowledge and skills in IT and Microsoft Office





E

· Good knowledge of working with others to ensure they can realise their potential 
E
· Excellent organisation and planning skills





E

· Ability to successfully promote activities






E

· Evidence of using good communication techniques




E

· Interpersonal skills (verbal and written) with a wide variety of people


E

· Knowledge of students’ unions and their activities




D

· A working knowledge of societies programmes and their successful delivery 

D

· Knowledge of training volunteers






D

· Understanding the role of staff in a democratic organisation



D




Personal attributes
· Full commitment to equal opportunities






E

· Ability to relate to and work with a diverse range of people



E

· Compassionate and rational







E

· Environmentally focussed and a commitment to sustainability



E

· Commitment to excellent customer service





E

· A self starter who works on their own initiative





E

· Ability to work effectively as part of a team





E

· An empathy with students and students’ unions





D

· Attention to detail and organised






E

· Flexible 









E

· A commitment to helping others






E

· Approachable, good humoured and confident





E

· Ability to work occasional weekends and evenings




E

· Commitment to personal development






E
	Communication

You will be required to communicate and interact with different audiences.

Professional, clear and accurate reporting is an important function in this role.


	The post holder will need to be a confident communicator. In this role you will speak to students who are looking for help. It will be important to remain calm and clear, communicating the options and choices available. 

In addition you will need to be confident at public speaking and addressing large groups of students and staff. This will include societies training, talking at lectures and speaking at conferences. 

	Teamwork and Motivation

RSU carries out a wide range of activity and supply a number of services with a relatively small team, at specific periods being able to work as part of a team is essential. 

Your ability to be motivated and to meet deadlines is essential.


	A large aspect of this role will be working with students on an individual level, but in some cases it will be a team effort working with full committees and multiple committees to achieve the best outcome. Achieving a successful societies scheme requires team effort, you will be instrumental in working with others that have a vested interest in societies to improve the offering.
In addition the Union has peak times during the year where you will be required to support other events, departments and staff members. Professional standards, self motivation and commitment must be high to benefit our members.

	Liaison and Networking

In this post you be required to liaise with other departments, the university and external bodies.


	Internally you will need to liaise with the other University departments, support staff, Sport Roehampton and University student engagement teams. Developing strong networks will assist when you need to resolve more difficult and complex issues. 

	Service Delivery

RSU has a commitment to high standards and continually striving to improve and enhance the student experience. 
	The very highest expectations in customer service delivery are expected out of all RSU employees. It is essential the information provided is both timely and accurate, a high standard of work and service are essential. 

	Conflict Resolution and emergency planning 
The RSU is a small team carrying out a wide range of activities. Even with forward thinking and planning problems will arise and you will need to demonstrate a good level of initiative.
	The post holder is responsible for managing conflicts as they occur between society members. You will also have to think on your feet to find solutions to last minute requests and emergency planning.  You will need to use your own initiative to resolve problems through previous experience. You will be responsible for the day-to-day decision making and adopt efficient systems of work.  

	Work Environment

The role is based in the Union office which is predominantly a Monday to Friday and 9 til 5 operation.
	The majority of your work will take place in the RSU offices which is open plan and operates an open door policy; the office environment is both relaxed and vibrant.  Health and Safety of the workplace is overseen by the Chief Executive but all staff members have a responsibility to supporting a safe working environment.
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Role Purpose: 


This is a really exciting time for Roehampton Students’ Union and we are seeking an innovative, energetic and creative person to inspire and support our members in developing a range of student-led activities that meet the expectations of our diverse membership.


The successful candidate will be responsible for leading on the delivery and growth of the RSU societies programme. RSU currently has 66 active societies with nearly 50% growth in the last year.


The post holder will work and support the committees for Societies to ensure support and the successful delivery of student activities in these areas. The candidate will develop strong online and physical resources for student leaders to realise their potential and help us help them develop a fun and inspiring campus. 


The role will include managing room bookings, grant funding, health and safety, equipment and all other aspects of the societies programme. This will culminate in you helping to organise the annual RSU Awards in May. 











Principal Duties:


Advise, support and guide societies to be more successful.





Effectively market and encourage students to set up their own societies.





Provide training and resources to societies committee members to enable them to realise their potential. 





Ensure the societies offering works to support a fun and inspiring campus for all students.





Manage and develop the societies star grading and development programme.





Ensure societies committees establish and acknowledge key transferable skills for their future career. 





Manage societies room bookings and event resources with appropriate internal and external teams. 


  


Develop essential working relationships with University staff and departments relating to supporting societies.





Administer the societies grant application fund for societies to apply to and get extra funding. 





Ensure all those undertaking societies do so in a safe and compliant manner to ensure risks are minimised and eradicated where possible. 





To work with other membership services and events staff to be a lead organiser of the RSU Annual Awards. 





Ensure up to date information is available online and through the MSL membership platform. 





Ensure societies handovers and elections are done to build continuity and development year on year. 

















