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Job Description
Post:



Student Reception Staff 
Salary:



£7.85 per hour 

Hours:



Up to 52 hours per pay period 
Responsible to:

ASC Assistant and ASC Manager
Campus:


City Campus 
Purpose of the post
To deliver a high quality front of house service and support to all incoming student members, staff and visitors to the Students’ Union  
Main Duties and Responsibilities
1. To provide high quality reception support for all customers and staff of the Students’ Union (SU).  
2. To provide general information and act as a “sign poster” for all customers and staff (internal and external). 
3. To provide reception cover during the week day (some evenings and weekends if needed) 

4. To deliver a high quality and professional service front of house, undertaking all the duties aligned to such a role, including but not exclusive, telephone calls, managing visitors and dealing with enquires. 

5. To be responsible for cash transactions taken through the Membership Services Limited (MSL) till system at the reception point, following associated procedures and reporting any anomalies to your supervisor.
6. To be responsible for opening up and closing down the Reception and surrounding area.
7. To provide high quality administrative support under the direction of your supervisor.  
8. To maintain appropriate office systems for the SU under the direction of your supervisor.
9. To operate and maintain the SU’s computing, reprographic, telecommunications and any other equipment operated on the reception, swiftly reporting problems that you cannot rectify to your direct supervisor. 
10. To provide a housekeeping service to the Reception and surrounding  area.
11. To actively engage in your ongoing development by attending team meetings and 1-2-1s as directed by your supervisor and/or their line manager
General Tasks and Responsibilities
1. To uphold the Core Aims and objectives of the SU and ensure these are reflected in our work and conduct.
2. To attend team meetings and 1-2-1’s with your supervisor and/or their line manager, as required.
3. To undertake any necessary training associated with the role, as requested by your line manager.
4. To adhere to the UWSU’s staff confidentiality policy.
5. To comply with and fulfill your responsibilities under the SU’s Health & Safety policy.

6. To undertake any additional duties reasonably required that are deemed appropriate and commensurate with the role.

Person Specification
	You should be able to demonstrate in your application
	Essential
	Desirable
	Tested

By

	ELIGIBILITY & QUALIFICATION
	
	
	

	Current student studying for a University of Wolverhampton award  
	(
	
	AF

	WORK RELATED EXPERIENCE
	
	
	

	Experience of reception duties e.g. Customer service, answering telephones 
	(
	
	AF/I

	Experience of administrative tasks e.g. Printing,  Photocopying
	(
	
	AF/I

	Experience of handling cash/operating tills
	(
	
	AF/I

	Experience of binding
	
	(
	AF/I

	SKILLS AND ABILITIES
	
	
	

	Good communication skills (verbal and written)
	(
	
	AF/I

	Organisation and time management 
	(
	
	AF/I

	Experience of IT systems, e.g. Outlook, Word & Excel
	(
	
	AF/I

	Sensitive and confidential approach
	(
	
	AF/I

	Ability to work as part of team and on your own initiative
	(
	
	AF/I

	ADDITIONAL SKILLS & ABILITIES
	
	
	

	Adaptable to Change
	(
	
	AF/I

	Confident, Approachable, Personable, Positive Attitude 
	(
	
	   I

	Strong commitment to the principles of equal opportunities
	(
	
	AF/I


Tested by = method by which you will be asked to demonstrate you possess this quality or attribute

   AF = Application Form

     I = Interview


