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Job Description
Job title: 
Student Voice Coordinator 

Accountable to:
Membership Services Manager



Key relationships:
Vice President Education, RSU President, Vice President Welfare, University Staff, Part time Offices Programme Reps, 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 supporting strong student voice and effective support for our student representatives. 
	Reports to:

Membership Services Manager
	Direct responsibility:
Student Voice Intern

Programme Reps
Part time Officers


	Role Code:

RU 4 - £23,518 – £25,315
	Role Title:

Student Voice Coordinator 




	General Requirements to reach effective performance

	General attainment:

Educated to degree level or equivalent college/University experience.

Additional training, coaching, or personal development accreditation.
	Job related work experience, skills and knowledge:

To be able to Work independently on projects and being both proactive in supporting and advising students and reactive when they need support.

Ability to deliver good quality training
	Time required to achieve effective performance:

2 months




Person Specification – Student Voice Coordinator 
Criteria







Essential/Desirable
Experience and training

· Experience of training representatives or volunteers




E

· Experience of office administration






E

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

E

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




D

· Experience of using systems to manage information effectively



E

· Experience of working in a busy office






E

· An experience of electronic feedback and democracy tools



D

· Experience with working with volunteers and students




D
· Previous experience as a representative in a Higher Education institution
              D


Skills/knowledge

· Knowledge and skills in IT and Microsoft Office





E

· Good knowledge of supporting young people to realise their potential
  

E
· Excellent organisation and planning skills





E

· Ability to motivate volunteers to achieve






E
· Ability to take a constructive and co-operative approach to solving problems.

E
· Ability to create and interpret research 






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

· Knowledge of academic casework through appeals and complaints 


D

· Knowledge of training volunteers






D

· Understanding of the role of staff in a democratic organisation



D




Personal attributes
· Full commitment to equal opportunities






E

· Environmentally focussed and a commitment to sustainability



E

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



E

· Compassionate and rational







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

· 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

· Innovative in approach








D

· An empathy with students and students’ unions





D
	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 need support and guidance. In addition you will speak to academics and University aiming to resolve often complex and sensitive issues.

In addition you will need to be confident at public speaking and addressing large groups of students and staff. This will include programme rep training, talk to 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 University colleagues to achieve the best outcome. Achieving a successful programme rep scheme requires a team effort, you will be instrumental in supporting the VP Education and liaising with LTEU and academics to develop the scheme and enhance overall academic representation.

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 departments, department’s heads, lecturers, support staff and the LTEU. Developing strong networks will assist when you need to resolve more difficult and complex issues. The same networks are also critical in the implementation and success of the Programme Rep scheme.



	Service Delivery

RSU has a commitment to high standards and continually striving to improve and enhance the student experience. In addition your post demands a high level of professionalism and meeting of criteria set by national bodies.
	The information provided to the students will be crucial in their decision making and eventual outcomes. It is essential the information provided is both timely and accurate, a high standard of work and service are essential. In this role the university will seek your assistance and support in delivering academic related campaigns/initiatives, it is important that RSU delivers to a high standard on all these commitments.


	Decision making processes and outcomes
	Clear objectives for the Union will be laid out in the strategic plan set by the trustee board, the information and guidance you provide will be essential in the decision making process.  

The post holder is responsible managing the student voice facing services of the union; you will be responsible for the day to day decision making and adopt efficient systems of work.  

	Initiative and Problem Solving

The RSU is a small team carrying out a wide range of activities. Even with forward thinking and planning problems will arise problems will arise and you will need to demonstrate a good level of initiative.
	As the only full time member of staff dedicated to student voice you will need to use your own initiative to resolving problems either through previous experiences, advice from other university colleagues or you own personal judgment.  Students can be experiencing a wide range of issues that can be impacting of their academic studies or the reason they are experiencing difficulties. 

It is important to get a full understanding and sign post students to other members of staffs who can offer assistance and support in other areas.

	Work Environment

The role is based in the union office which 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.

	Pastoral Care & Welfare

As a union we treat pastoral care of students with high importance as we recognise the problems they may encounter.
	Students may well come to you anxious and distressed. In first instance is important to offer them reassurance and guidance, supporting students to address and resolve these issues.

Often students experiencing academic difficulties can be a result of other factors i.e. mental health, financial worries. It is important to recognise the University has support systems that offers professional and accurate advice. It is important to sign posts students if you believe they are experiencing other difficulties.

	Teaching and Learning Support


	As the student voice coordinator of the union, you will play an important role in teaching and learning support. Primarily through publication of ‘tips’ and ‘Good Practise‘ , these will be timely measures throughout the year that will over invaluable advice to students. In addition you will support campaigns and initiatives developed by the LTQSC.

	Knowledge and Experience

Strong academic knowledge and experience and a firm understanding of the Higher Education and Student Unions.
	At least 2 years experience in a similar role or a role that offers advice and support to students. Experience of the Higher Education, Students union and knowledge of academic regulations are desirable.
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Roehampton Students’ Union – Enhancing the student experience through representation, development, activities and support





Role Purpose: 


This is an exciting opportunity to develop a new Student Voice team here at Roehampton. As Student Voice Coordinator you will be a key member of the new Student Voice team and you will be at the centre of the students’ union’s core role of representing Roehampton students. You should have a commitment and knowledge of membership organisations and be able to demonstrate impartiality in a student led, democratic environment.





Your role will be to support the delivery of representation by students across the university. You will support and deliver the training of programme reps and lead on the support for part time officers. You will support key aspects of the students’ union’s democratic processes and you will work to maximise the involvement and commitment of our membership in students’ union democracy.





In addition to this you will play an active role in the development of better academic representation of our membership ensuring the teaching and learning experience is of a high level and matching the expectations of our students. The academic zone of the union strives to be pro-active in its work offering timely advice for students and ensuring our student voice is heard and recognised.











Principal Duties:


Advise, train, support and guide Part Time Officers and Sabbaticals to realise their potential. 





Keep up to date with academic issues effecting students both institutionally and nationally, communicate good practice for students using all the mediums and opportunities available.





Develop essential working relationships with University staff and departments relating to academic representation. (Academic staff, Academic Advisors, Deputy University Secretary)





In conjunction with the Vice President of Education, develop and continue to support the  programme rep scheme that allows essential and consistent academic representation across all courses, offering consistency and expertise to this scheme. 





To enhance the student experience at Roehampton students through effective student programme Rep system at department level.





To manage the process of recruitment, training, induction and ongoing mentoring of the Programme Reps.





Maintain the ideas system on our membership platform and grow the level of engagement with this system. 





Ensure elections are well planned and executed to ensure strong participation from students in deciding their student representatives. 





Manage the You’re Amazing Scheme rewarding staff for excellence and ensure this is carried out in an innovative way. 


To develop opportunities, using a variety of communication tools, ensuring effective engagement and collaboration with the Programme Reps , the student body and academic departments 





To contribute to the membership services team to such that full advantage is taken of the opportunities for student input and feedback afforded by the QAA, TEF, HEFCE and the National Student Survey.





To develop campaign support and guidance for students to run their own campaign. 











