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Building Supervisor
Applicant Information, Job Description and Person Specification
Summary
Aston Students’ Union (SU) is a membership organisation for students studying at Aston University. The SU is led by elected student officers supported by a staff team. It is an independent charity and company that exists to impact positively on the lives of Aston University students. The SU provides a range of services to enhance the student experience, including advice and support, student representation, clubs and societies, sport and physical activity, accommodation support, commercial services and major annual events. From 2026/27, catering and retail outlets in the Students’ Union building are operated in partnership with Aramark and Aston University, with the Union retaining and directly managing its own income-generating activity, including room hire, games machines, branded goods (on a profit-share basis) and media partnerships.
Job Summary
This is a new casual team role created for 2026/27 to ensure the Students’ Union building is properly supervised, safe and secured during evening hours when the Operations & Enterprise Manager and Deputy Operations & Enterprise Manager are not on site. The Building Supervisor acts as the responsible person in the building during their shift, with responsibility for the health and safety of all building users - staff, students, visitors, room hire users, contractors and partner staff - and for the safe closedown and lock-up of the building at the end of the day.
	Responsible to:
	Operations & Enterprise Manager (overall)

	Rate of pay:
	£13.45 per hour plus holiday pay

	Hours:
	Rota’d shifts between 8:00am and 11:00pm, Monday to Friday; (subject to business needs)

	Contract:
	Casual, zero-hours contract. There are no guaranteed minimum hours; shifts will be offered according to business need. 

	Work Location:
	Aston University Campus: Aston Students’ Union, B4 7BX


Equality, Diversity and Inclusion
Aston Students’ Union is an equal opportunity employer committed to equality, diversity and inclusion in the workplace. We prohibit discrimination and harassment on the grounds of race, age, disability, sex, sexual orientation, gender reassignment, religion or belief, marriage and civil partnership, pregnancy and maternity, or any other characteristic protected by law. If you require reasonable adjustments during the application or interview process, please contact us to discuss your needs.


Main Duties and Responsibilities
Building Supervision and Duty Cover
• Support the safe and effective operation of the Students’ Union building during evening hours when the Manager or Deputy Manager is not on site, acting as a point of contact for building users and escalating any issues as required.
• Take responsibility for the health and safety of all building users during the shift, including staff, students, visitors, room hire users and contractors.
• Monitor building activity throughout the shift, ensuring evening bookings, events and room hire users are supported and vacate spaces appropriately.
• Carry out pre-event and during-event safety checks for evening room hire bookings and events, including checking capacities, escape routes and any event-specific requirements.
• Carry out regular walk-arounds of the building to check for maintenance issues, hazards or unauthorised access.
Security, Lock-Up and Emergencies
• Carry out and oversee the building open and lock-up process at the end of each day, including checking all rooms are vacated, securing all doors, fire exits and windows, and setting the alarm in accordance with the closedown procedure.
• Coordinate with Aramark’s on-site team and the contracted security provider throughout the shift on building access, security and closedown activity.
• Act as first point of contact for any building issues, incidents or emergencies during the shift, escalating to the Manager/Deputy Manager or University Security as appropriate.
• Maintain a working knowledge of the building’s fire alarm system, emergency procedures and evacuation routes, and act as the designated Fire Marshal for the building during the shift.
• Follow all health and safety, fire safety and emergency procedures, including any lockdown or invacuation procedures in place for the building.
Reporting and Support
• Complete a structured shift report at the end of each shift using the standard template, recording incidents, faults, contractor activity, lock-up confirmation and matters for follow-up, for review by the Manager and Deputy Manager.
• Log and report maintenance faults identified during the shift through the Union’s fault-reporting process.
• Support light portering and room reset tasks as needed towards the end of the day, including preparing spaces for the following morning.
Training and Development
The following training will be provided and, where indicated, is a requirement of the role:
• Fire Warden training - essential, as the post-holder acts as the building’s designated Fire Warden on shift.
• Manual handling (delivered via the Union’s in-house CPL training course).
• Building systems induction, including fire alarm panel, alarm setting and lock-up procedure (delivered in-house).
• Other essential/relevant training will be provided.
General Responsibilities
• Undertake any other duties reasonably required by the line manager or Senior Management Team that are commensurate with the grade and nature of the role.
• Attend relevant meetings, supervision, training and development activities required to fulfil the responsibilities of the post.
• Work collaboratively with elected officers, staff, students, Aston University, Aramark’s on-site team and external stakeholders.
• Ensure that equality, diversity, inclusion, data protection, confidentiality, health and safety and other organisational policies are followed in all activities.
• Support sustainable working practices by considering the social, economic and environmental impact of activities and reducing waste, energy and resource use where practicable.
Standards
• Present a positive and professional image of Aston Students’ Union.
• Uphold Aston Students’ Union’s values and demonstrate professionalism, respect, integrity and accountability.
• Actively demonstrate a commitment to equality, diversity and inclusion.
• Comply with the Union’s policies and procedures, including those relating to equality, dignity at work, data protection, confidentiality and health and safety.
• Handle all personal data and confidential information in accordance with data protection legislation and the Union’s policies, including information relating to students, staff, visitors and commercial partners.

Eligibility
This role is only available to current Aston students who will be available to work on campus immediately enrolled at Aston throughout 2026-2027

Person Specification
Essential
• Experience of working independently and taking responsibility for a space, site or shift without direct supervision.
• A calm, confident approach to dealing with incidents, security issues or emergencies.
• Reliable and trustworthy, given the level of responsibility for building security and keyholding.
• Willingness to undertake and act on mandatory Fire Marshal and First Aid training.
• Good communication skills, including clear written handover and incident reporting.
• Comfortable coordinating with other on-site teams (Aramark and contracted security) while also being able to work independently when needed.
• Ability to handle personal or confidential information appropriately.
• Commitment to equality, diversity and inclusion.
Desirable
• Previous experience in a caretaking, facilities, security, keyholder or duty management role.
• Existing Fire Warden and/or First Aid at Work certification.
• Experience of supervising contractors or working alongside outsourced service providers.
• Experience working within a university, venue or similar public-access building.
Applicant Information
• To apply, candidates should submit a CV and covering letter explaining how they meet the person specification to s.hussain30@aston.ac.uk.
• Application closing date: 9 September 2026.
• Interview date: To be confirmed.
• Advertising period: 26 August 2026 to 9 September 2026.
 • This role is recruited as a pool of casual staff who share the evening rota, not a single post-  holder. Several people will typically hold this role concurrently, which also provides cover for sickness and absence. The title “Building Supervisor” is used as no alternative title has yet been confirmed. Alternatives considered include Evening Operations Supervisor and Duty Building Officer; update this document once a final title is chosen.
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