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JOB DESCRIPTION
	Job title
	Mansfield Engagement Assistant

	Salary range
	£10.42 per hour (in line with National Living Wage)

	Department
	Opportunities

	Working pattern (hours/weeks etc)
	Zero hour contract. Hours to be confirmed, Monday – Friday - occasional weekends may be required   

	Responsible to
	Membership Engagement Coordinator

	Supervisory responsibility
	None

	Job purpose
	To support the membership team at Mansfield across a variety of events and tasks. Including Creative Breaks and Give It A Go Events, desk staffing, open days and other NTSU events. 



Main duties and responsibilities
	1
	To provide excellent customer service when supporting and running membership events. This includes Creative Breaks, GIAG and other Mansfield-based NTSU events

	2
	To staff the Mansfield Student Services Desk at agreed times

	3
	To have knowledge of what NTSU deliver at Mansfield to answer student enquires

	4
	To assist the Membership Engagement Coordinator to ensure relevant NTSU events are promoted and run smoothly

	5
	To provide information and actively promote NTSU at open days



Secondary and other duties 
	1
	To provide relevant information to NTSU staff

	2
	To support the NTSU Officers to run the Breakfast Club where possible



Standards
· The post holder will, at all times both professionally and personally, portray a positive image of NTSU
· The post holder will at all times uphold the values of NTSU and thereby demonstrate high standards of integrity, accountability, respect for others, courtesy and professionalism
· The post holder will be expected to be flexible and willing to support colleagues, both in their own team and in NTSU more widely.  They will be expected to undertake any task which helps NTSU achieve its objectives that may be reasonably asked of them, given their role and position in NTSU

Miscellaneous
· The definition and examples of work included above are not exhaustive – they are illustrative and for guidance only. A particular post holder with this job title may not perform all duties detailed in this job description. Conversely, not all the duties performed will be listed on this document.

· It is the practice of NTSU to periodically examine employees’ job descriptions and update them to ensure they relate to the job as then being performed.  This will be done with the Senior Manager in consultation with the employee.
EMPLOYEE SPECIFICATION
	Job title
	Mansfield Engagement Assistant

	Department
	Opportunities

	Responsible to
	Membership Engagement Coordinator



	Criteria
	Essential
	Desirable

	Experience
	A current NTU student

	

	
	Experience of working in a customer service role

	Experience in events or hospitality 


	
	Experience of working and communicating confidently with a diverse range of people and groups

	Experience of running activities

	
	Proven experience of effective team working 

	

	Skills
	Demonstrates initiative 

	Ability to deal with challenging situations efficiently


	
	A clear and concise manner with a good level of spoken and written English 

	

	
	Ability to provide timely and complete responses to emails and messages

	Ability to use Microsoft Teams

	
	Excellent time management skills 

	

	
	Ability to remain patient, professional and friendly at all times 

	

	Knowledge
	A good understanding of the services offered at Nottingham Trent Students’ Union 

	
Knowledge of democratic organisations 


	Availability
	Available on pre-agreed selected Tuesdays to support Creative Breaks events (times tbc)

	Available each Tuesday to support Creative Breaks events (times tbc)

	
	Available on pre-agreed selected Thursdays and GIAG events (12-2pm plus set-up)

	Available each Thursday to support GIAG events (12-2pm plus set-up) and on some Thursdays to support set-up and pack down of Breakfast Club (8:45-11am)


	
	Available to represent NTSU at some Mansfield Open Days (occasional Wednesdays at 4-6pm)

	Available to represent NTSU at all Mansfield Open Days (occasional Wednesdays at 4-6pm)


	
	Available to support NTSU events at other pre-agreed times, which may occasionally include weekends
	Potentially available at short notice, e.g. to cover for NTSU staff on sick leave




image1.jpeg
NOTTINGHAM TRENT STUDENTS’ UNION




