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Job Description
Job title: 
Student Volunteering and Activities Intern
Accountable to:
Activities (Societies and Volunteering) Coordinator



Key relationships:
RSU Staff and Officers, University Staff, and Students.
Location:
Froebel College, Roehampton although regular time on other colleges maybe expected


Hours:


21 - 28 Hours a week (£10.20 per hour: London Living Wage)

Contract: 

10 months until 7th June 2019 

Post Overview:
To work within the RSU activities team to produce high quality and engaging volunteering and activities for students. To work with external providers, student led committees and other stakeholders to develop an engaging and beneficial offering.


Person Specification – Volunteering and Activities Intern
Criteria







Essential/Desirable
Experience and training

· Experience of training staff and 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






D
· Training in risk assessment and health and safety 




D

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




D

· Experience with working with volunteers and students




D

Skills/knowledge

· Experience of planning & delivering  events





E
· Knowledge and skills in IT and Microsoft Office





E

· Good knowledge of working with others to ensure they can realise 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

· A full commitment to the environment and to sustainable behaviour


E

· Compassionate and rational







E

· Approachable and friendly with a full 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 to new approaches and changing circumstances




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

· An empathy with students and students’ unions





E
· An understanding of confidentiality practices





D

Roehampton Students’ Union – Enhancing the student experience through representation, development, activities and support





Role Detail: 


The successful candidate will be responsible for leading on the volunteering offering available to students at Roehampton Students’ Union. The candidate will develop a strong portfolio of student volunteering opportunities both internal and external for students to realise their potential and ensuring we improve their academic and non academic experience. 


The role will include delivering training, managing room bookings, grant funding, health and safety, equipment and all other aspects of the volunteering programme. Involvement in supporting student led committees within the RSU will be a key area of focus. This will culminate in you helping to organise the annual RSU Awards in May. 














Principal Duties:


Deliver a volunteering offering that is relevant and attractive for our diverse range of students. 





Effectively market and encourage students to get involved in volunteering and providing front line support with day to day general enquiries.





Provide training and resources to volunteering and other opportunities to enable them to realise their potential. 





Ensure volunteering, societies and student networks supports a fun and inspiring campus for all students.





Organise and deliver a well attended and successful student volunteering week. 





Manage and develop the student development and skills programme to equip and incentivise students effectively.





Ensure all student volunteers establish and recognise key transferable skills for their future career. 





Support volunteering and fundraising opportunities with internal and external providers. 


  


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





Administer the logging of volunteer hours to ensure students effectively track their own records.





Ensuring the skills workshops are well organised and the offering is well placed for students to take advantage of workshops.  





Ensure all those undertaking volunteering 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 support the RSU Annual Awards. 





Collaborate with and communicate frequently with the UoR Careers department and particularly working to ensure volunteering and skills support the Chancellor’s Career Award





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





Supporting wider Union activities including large scale events e.g freshers, summerball etc. 
































