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University of Huddersfield Students’ Union

Job Description: SU:PR
	Post Title:


	Member of SU:PR Team

	Department:
	Marketing & Design

	Responsible to:

	Marketing Manager

	Place of Work:

	Queensgate Campus

	Grade & Salary
	Casual Student Rate

	Hours of Work
	TBC


	Purpose of the post

	· To actively promote the Students Union

· To provide positive and factual information on SU services and events


	Principal Duties and Responsibilities

	
	Campus Duty

· Flyer to Students on Campus

· Keep Student Common Rooms up to date

· Ensure Refectories have up to date and relevant materials

· Ensure Poster Sites on Campus and within SU are up to date

· Hand to hand delivery of Student Newspaper on Campus

· Distribute Student Newspaper within Huddersfield

· Actively and Positively promote Events within the SU

· Taking Money/Tickets on the door for an evening event

· Promotion of Campaigns/Student Activities

· Be the energetic and friendly face of UHSU!


	
	Other Duties and General Responsibilities
As with all members of staff you will be expected to:-

· Work in a manner, which reflects the values of the organisation as shown in the Union’s Constitution, policies and Strategic Plan.

· Act in accordance with the personnel policies and procedures as approved by the Staff Committee of the Union including Health and Safety Procedures and Staff Protocol Agreement.

· Act always in accordance with the financial regulations of the Union as outlined in the Constitution and detailed in the Financial Procedures Manual.

· Carry out duties with due regard to the UHSU Equal Opportunities Policy at all times.

· Undertake such other duties as may reasonably be expected given the incumbent’s qualifications, experience and grade.

· To contribute to the positive image of the Union with students, University & community

· To attend and provide reports to appropriate meetings as and when required by the Union.

· To carry out the above duties at other sites of the University as necessary.


	Supervision and Work Planning

	The post holder will report to the Marketing Department


	Contact Details

	Claire Allison, Marketing Manager.  Email c.allison@hud.ac.uk


Person Specification: SU:PR
	
	(E) Essential 

or 

(D) Desirable Requirements
	Measured by:

A) Application form

P) Presentation

 I) Interview

D) Documentation

	Skills, Knowledge And Ability
	
	

	Able to communicate at all levels
	E
	A & I

	Able to represent the Students’ Union to staff and external contacts in a professional manner
	E
	I

	Be upbeat and positive regarding all promotional activity
	E
	I

	Ensure knowledge of promotion is factual and correct
	E
	I

	Able to undertake basic research 
	D
	A & I

	Personal Attributes And Attitudes
	
	

	Strong customer focus
	E
	A & I

	Able to handle difficult situations with tact, discretion and assertiveness 
	E
	I

	Trustworthy, reliable, approachable and flexible with good attention to detail and demonstrable integrity.
	E
	A & I

	Demonstrates a positive approach to best practice and exceeding customer expectations.
	E
	I

	Ability to remain calm under pressure
	E
	I

	Ability to work flexible hours in a flexible environment.
	D
	A & I

	Excellent customer care skills
	E
	A & I

	Ability to work in a non-discriminatory environment and understanding of equal opportunities
	E
	I

	Understands and is committed to the UHSU democratic structure
	E
	I








