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Student Activities Support Assistant (Casual)
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 life of Aston University students. The SU provides a range of services to enhance the student experience. Services are varied and include advice and support, a student representation framework, over 100 clubs and societies, an accommodation service, headline annual events alongside much more.
Job Summary
The Student Activities Support Assistant will provide flexible administrative and practical support across the Students’ Union’s student activities work. The role will assist with societies, clubs, events, student enquiries, room bookings, communications and general activity administration, helping the team deliver a positive experience for students. This is a temporary casual position, currently expected to be required for approximately 1 to 3 months, with hours offered according to organisational need.
	Responsible to:
	Head of Representation, Democracy and Activities

	Rate of pay:
	£14.39 per hour plus holiday pay

	Hours:
	Casual and variable, offered according to business need and availability

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

	Expected duration:
	Currently expected to be 1 to 3 months, subject to organisational need

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


Equality, Diversity and Inclusion
Aston Students’ Union is an equal opportunity employer that is committed to diversity and inclusion in the workplace. We prohibit discrimination and harassment of any kind based on Race, Age, Disability, Sex, Sexual Orientation, Gender Reassignment, Religion or belief, Marriage and Civil Partnership or Pregnancy and maternity or any other protected characteristic. If you require any reasonable adjustments to assist you in the application or interview process, please get in touch to discuss your needs.
Main Duties and Responsibilities
• Provide day-to-day administrative and practical support across Student Activities.
• Assist societies, clubs and student groups with routine enquiries, activities and general administration, referring more complex matters to the appropriate member of staff.
• Support the organisation and delivery of student activities, events, fairs, training sessions and other engagement activity.
• Assist with room bookings, event paperwork, guest speaker requests, trips and other activity processes in line with Students’ Union procedures.
• Support student groups to keep information on the Students’ Union website and relevant systems accurate and up to date.
• Assist with membership records, data entry, registers, spreadsheets and other routine monitoring information.
• Support basic financial administration for student groups, including directing students to relevant procedures and escalating queries where required.
• Help prepare communications, promotional material and information for student activities and events.
• Respond to general Student Activities enquiries in person, by email, telephone or Microsoft Teams, providing a helpful and professional service.
• Provide practical support to the wider Student Activities team during busy periods and undertake other appropriate tasks as directed.

General Responsibilities
• Undertake any other duties reasonably required by the line manager or Senior Management Team that are commensurate with the nature of the role.
• Support elected officers and the wider Student Activities & Voice team where required.
• Assist with allocating rooms and facilities for student use through the relevant systems.
• Attend relevant meetings, supervision, training and development activities where required.
• Work collaboratively with staff, elected officers, students, Aston University and other stakeholders.
• Deal with enquiries professionally and refer sensitive, complex or specialist matters to an appropriate member of staff.
• Ensure that equality, diversity, inclusion, data protection, confidentiality, health and safety and other organisational policies are followed in all activities.
• Support sustainable working practices and reduce waste, energy and resource use where practicable.
• Maintain accurate records and handle personal or confidential information appropriately.
• Demonstrate a flexible approach to supporting student activity during busy periods and events.
Standards
• The post holder will be expected to both professionally and personally, display a positive image of Aston SU.
• The post holder will be expected to uphold the values of Aston SU and demonstrate high standards of professionalism, respect for others, integrity and accountability.
• To actively demonstrate commitment to equality, diversity and inclusion.
• The post holder will be expected to abide by the Union’s various policies such as the Equality and Diversity policy and the Anti Bullying and Harassment policy at all times.
Person Specification
Essential
• A positive, helpful and flexible approach to work.
• Good communication and interpersonal skills, with the confidence to engage with a diverse student community.
• Good organisational skills and attention to detail.
• Ability to work effectively as part of a team and independently when required.
• A commitment to providing a high standard of customer service.
• Good general IT skills, including email, Microsoft Office and the ability to learn new systems.
• Ability to follow procedures, instructions and agreed processes.
• Ability to manage a varied workload and respond positively during busy periods.
• Ability to handle personal or confidential information appropriately.
• Commitment to equality, diversity and inclusion.
• Willingness to work flexibly and support occasional events outside standard working hours where required.
• An interest in student activities and supporting students to get involved in Students’ Union opportunities.

Desirable
• Experience of customer service, administration, events or another student-facing role.
• Experience of working or volunteering in a students’ union, university, club, society or similar organisation.
• Experience of supporting events, student groups or extracurricular activities.
• Experience of using booking systems, shared inboxes, spreadsheets or online administration systems.
• An understanding of the role of a Students’ Union and the needs of students.
Applicant Information
• Rate of pay: £14.39 per hour plus holiday pay.
• Contract type: Casual, zero-hours contract; there are no guaranteed minimum hours.
• Expected duration: Currently expected to be 1 to 3 months, subject to organisational need.
• Hours: Casual and variable, offered according to business need and availability.
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