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Welcome Desk Assistant
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
The Welcome Desk Assistant will provide a welcoming, professional and accessible first point of contact at the main welcome desk of the Students' Union building, combining reception duties with light portering. The role supports the smooth day-to-day operation of the building, including room hire preparation, fault reporting, deliveries and general administrative support. This role relates to the main building welcome desk and is distinct from the Student Representation, Democracy and Activities front desk.
	Responsible to:
	Operations & Enterprise Manager 

	Rate of pay:
	£12.71 per hour plus holiday pay

	Hours:
	Rota’d shifts between 9:00am and 6:00pm, 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
Welcome Desk and Customer Service
• Act as the first point of contact at the Students' Union welcome desk, providing a friendly and professional welcome to all students, staff and visitors entering the building.
• Respond to routine enquiries in person, by telephone, email and Microsoft Teams, referring complex, sensitive or specialist matters to the appropriate team.
• Provide clear information about Students' Union services, elected officers, events, facilities, opening times and relevant processes.
• Direct catering and retail enquiries, deliveries and contractors to the Aramark on-site team as appropriate.
• Monitor visitor access, manage sign-in/sign-out processes for visitors, contractors and room hire users, and maintain security awareness at the entrance to the building.
• Handle enquiries professionally and sensitively, referring advice, wellbeing, safeguarding, complaints or other complex matters to an authorised member of staff.
Reception and Administrative Support
• Monitor shared inboxes, enquiry systems and reception records, maintaining accurate records and correspondence and ensuring messages and actions are passed to the relevant colleague promptly.
• Log maintenance faults and building issues reported at the desk, track them through the Union's fault-reporting process and flag urgent issues immediately.
• Support the administration of Room Hire bookings, including booking records, visitor arrangements and checking rooms are prepared and set up correctly.
• Issue and record keys, access cards and equipment in line with Union procedures, and manage lost property.
• Receive and record deliveries and post for the Union, coordinating collection by the relevant team (excluding catering and retail deliveries, which are directed to Aramark).
• Assist with general administrative tasks, including printing, scanning, filing, data entry and document preparation where allocated.
Portering and Building Support
• Carry out light portering duties, including moving furniture and equipment, setting up and resetting rooms for bookings and events, and general handling tasks around the building.
• Monitor the front-of-house area and communal spaces, reporting any maintenance, cleanliness or safety issues promptly.
• Support Welcome activity, open days, fairs, events and other periods of increased visitor or student demand.
• Ensure the reception area is left secure, tidy and ready for handover at the end of each shift, including a clear handover to the Building Supervisor for evening operations.
• Follow all health & safety and safeguarding procedures, escalating concerns to a manager on duty.
Training and Development
The following training will be provided and, where indicated, is a requirement of the role:
• Manual handling (requirement of the role – delivered via the Union's in-house CPL training course).
• First Aid (delivered via the Union's in-house CPL training course – willingness to train is expected).
• Systems induction for room bookings, fault logging and reception records (delivered in-house).
Learning and Professional Development
• Participate in a structured induction, regular supervision and agreed learning and development activities throughout the appointment.
• Set and review development objectives with the line manager and reflect on the development of customer-service, reception, portering, administration and teamwork skills.
• Take increasing responsibility for appropriate tasks as competence and experience develop, while working within agreed authority and escalation arrangements.
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.
Person Specification
The following sets out the range of knowledge, experience, skills and personal qualities that the post-holder will be expected to demonstrate.
Essential
• A strong commitment to providing excellent customer service and creating a positive first impression of Aston Students' Union.
• The ability to remain calm, courteous and professional when managing a varied flow of enquiries and visitors.
• Strong written and verbal communication skills and the confidence to provide a welcoming service to a diverse student community.
• Reliable, punctual and comfortable working independently at times.
• Good organisational skills, attention to detail and the ability to maintain accurate records.
• Basic IT skills, including email, booking systems and simple record-keeping, with confidence learning new systems.
• Physically able to carry out light portering and manual handling duties (training provided).
• Ability to handle personal or confidential information appropriately.
• Commitment to equality, diversity and inclusion.
Desirable
• Experience of customer service, reception, administration, hospitality or another public-facing role.
• Previous portering, facilities or events set-up experience.
• Experience of using booking systems, shared inboxes or fault-logging systems.
• First Aid certification.
• Experience of working or volunteering in a students' union, university or similar environment.
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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