WINCHESTER STUDENT UNION: JOB DESCRIPTION

STUDENT ACTIVITIES ASSISTANT 

The purpose of the position of Student Activities Assistant is to provide support for and help develop the work of Student Union Clubs & Societies by working alongside other Student Union staff and elected officers with responsibility for Student Activities. 

DUTIES

1. To provide administrative support for the Vice president Activities and Services’ student activities related work.

2. To work with Club & Society Officers in the following areas:

· Provision of facilities such as pitches external venues and transport.

· Arrangement of fixtures and other events/activities.

· Use of Student Union minibuses, meeting rooms and other resources.

· Act as first point of contact for Club & Society related enquries

· Provision of advice and information for Club & Society Officers

· Assist with the promotion and publicising of all Club & Society activities.

3. To assist with the co-ordination of projects such as Winton Weekend, Awards Evenings and Freshers Fair. 

4. To work with SU staff and officers to develop Duty of Care policies and practices.

5. To assist with Student Activities development initiatives such as provision of training for Club & Society officers.

6. To provide administrative support for Sports and Society Council meetings.

7. To maintain a flexible approach to your working duties and hours

GENERIC RESPONSIBILITIES

8. When on duty, to be of smart appearance and wear the appropriate uniform provided.  Uniform must not be worn or must be completely covered, when not working.

9. No alcoholic drinks may be consumed immediately prior to, or on your shift.  Anyone deemed to be under the influence of alcohol will be sent home without pay and may face disciplinary action.

10. No smoking is allowed on duty.

11. At all times to fill in the time sheets after every shift - failure to do so will result in non-payment for that shift.  To notify your line manager at least 48hrs in advance if you are unable to work a shift or meet a particular deadline.

12. To follow the Student Union constitution and other policies at all times.

13. To undertake any training deemed necessary by your line manager(s).

14.  To undertake any other work related activities as reasonably requested by your line manager.
