

Responsible to:

Student Engagement and Opportunities Manager
Responsible for: 
Occasional Student Staff and Volunteers
Location:
Based at the University of Cumbria Students’ Union (UCSU) office at the Lancaster Campus. Position may also include some home working. 
Grade: 
UCSU Grade 3i (pro rata of £16,864 p.a. or £9.26 p/h)  

Benefits:
2 days (14 hours) leave over 12 week/3 month contract + bank holidays/shut down days
Contract:                          Fixed Term Part-time 0.3FTE (10.5 hours a week) to provide maternity cover for a minimum of 3 months
Hours of Work: 
This role is Monday-Thursday, with an option to work shorter shifts over five days (Full time week: 35 hours). The Union operates an annualised hours scheme of work, flexible to the needs of the Union and its employees. 


To provide admin support and guidance to Lancaster students about running their own groups (primarily Sport, though may include others). 

1. Student Groups Support 
· To be the point of contact for Lancaster Student Groups for information and advice relating to running their Group
· To be the point of contact for affiliated external organisations associated with Lancaster Sport Groups, for example Lancashire Football Association 

· To undertake administrative activities relating to Student Groups (primarily Sport), such as maintaining records and databases of student Group participants, in line with data protection regulations

· To be responsible for arranging and managing travel to away venues as required by Groups

· To ensure all Student Groups are aware of and adhere to Health and Safety policy and best practice, including checking risk assessments in compliance with our insurer’s terms and conditions

· To be aware of and take appropriate action to ensure all groups abide by the Student Groups Code of Conduct

· To manage the entry, registration and central administration of competitive sports teams

· Administrate elements of finance systems relating to Student Groups; such as supporting & advising groups to manage their accounts effectively and maintain expenditure within pre-agreed budgetary limits, sign off on expenses requests and maintain records of agreed suppliers.
2. Student Group Development
· To encourage Student Groups to promote themselves, fundraise and take part in a wide variety of opportunities

· To work with the Communications & Marketing Coordinator to identify opportunities to promote Group activities 

· To identify development opportunities for Sport groups in conjunction with the Engagement & Opportunities Manager
3. Student Engagement
· To understand the volunteering and student voice opportunities delivered by UCSU and be able provide advice about these to students

· To support student-led activity on the Lancaster campus in conjunction with the Engagement & Opportunities Manager and Lancaster based colleagues.
General duties
· To maintain confidentiality in all aspects of the role
· To ensure compliance with health and safety regulations and promote and positive image of UCSU to stakeholder, for example students and the University of Cumbria.

· To support activities run by all UCSU departments, such as annual surveys, democratic reviews etc.

· To promote UCSU’s equality and diversity agenda

· To undertake any other duties as required 
Notes

1. UCSU considers ongoing training as essential for the development of both its staff and the organisation. It is expected that the post-holder will be able to participate in training opportunities that are relevant to his/her duties as outlined above.

2. This job description is subject to alteration at any point, pending consultation with the post holder.
3. UCSU activity infrequently requires working outside of 9-5 Monday to Friday and the post-holder will be required to work the occasional evening or weekend with time given back. 
Student Groups Administrator  (Maternity Cover)
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