WELCOME SITE MANAGER 2011
Opportunity Form

2 positions available – Stafford Site Manager & Stoke Site Manager

Thank you for considering applying for a Site Manager position

Department:

University and Students’ Union

Report to:

Welcoming Committee

Responsible for:
Welcome Reps

Rate of pay:

£6.20 per hour (plus pro-rata holiday)

Annualised hours:
443 hours to be worked

The successful candidates will commence, on a voluntary basis, in March 2010 as we receive small student intakes and begin planning meetings for September.  This will allow them to experience first-hand some aspects of the welcome process, as well as allowing them to meet with the relevant University and Union staff.  The Site Managers will then be involved in the welcome planning process, allowing them to really stamp their mark on the planning, by attending Union and University planning meetings and being involved with Welcome Rep recruitment.  
You will need to have a flexible approach to hours and have the passion to work some hours and be involved with planning on a voluntary basis until the full time position and payment commences at the end of May.   
Overview

The welcoming party of Staffordshire University aims to ensure the easy transition of students in to University life.  The welcome activities have been extended this year to ensure an ongoing programme of activity throughout the 1st and 2nd academic terms. We know that working with students to develop a complete student focused programme is key to our success and that’s why we want to recruit people with passion, enthusiasm and drive to ensure this is delivered.

As Welcome Site Manager, you will be expected:- 

· To help develop and deliver a programme of activity across one of our campuses (Stoke/Stafford) 

· To lead and manage a team of student volunteers to ensure high standards of customer care are delivered throughout the project.

· To provide an effective point of contact for all University/Union schools & services.

Main Duties
As Welcome Site Manager you will;

1. As part of the Welcome Party Planning Group you will develop the planned activities for welcome semesters.

2. You are required to research and evaluate all programmed activity and produce regular reports and updates to your line manager. 

3. You will liaise with schools, services, the other members of the Welcome to University Group to deliver agreed outcomes drawn up in the Welcome plans. 

4. You will ensure accurate and effective information flow between all parties involved in delivering the student experience.

5. You are required to ensure all deadlines are set and delivered in line with the programme of activity.

6. Manage the Welcome Reps through the team leaders, ensuring your teams are motivated and have clear roles and responsibilities.

7. To work with the Welcome Party Planning Group to deliver a full and comprehensive training package to all volunteers.

8. You will ensure that Welcome Reps share a common goal in the success of the project and the necessary resources are there to meet this.

9. You are expected to negotiate with suppliers to ensure best value for purchases as part of this project.

10. Lead the Welcome Project by example.

11. Any other duties deemed appropriate by your line manager within the scope of the position.

Person Specification

1. Understanding and competency in high standards of customer care. (AF & I)

2. Strong communication skills both written and verbal. With the ability to communicate effectively with people at all levels. (AF, T & I)

3. Able to represent the project in a professional manner. (AF & I)

4. Flexible and adaptable approach to work. (including shifts with late hours, weekdays, weeknights and weekends) (AF & I)

5. The ability to demonstrate experience of working on own initiative. (AF, T & I)

6. Ability to demonstrate good organisational skills. (AF & T)

7. Strong attention to detail. (AF, T & I)

8. A supportive and co-operative approach. (AF & I)

9. Ability to lead and work within a team environment. (AF & I)

10. Ability to work under pressure and be able to overcome hurdles or problems in a constructive manner. (AF & T)

11. Excellent time management, delegation & prioritisation. (AF, T & I)

12. Can demonstrate a commitment to the project. (AF & I)

How this will be tested?

AF = Application Form

T= Test 


I = Interview

You can either apply online or by collecting an application pack from a Students’ Union reception.
Completed application forms should be returned to;

Jonathan Pace
Student Activities Manager
Staffordshire University Students’ Union

j.pace@staffs.ac.uk
Or handed in at any Students’ Union reception.

Good luck! Any questions then please contact Jonathan Pace on the above details.

NB. The closing date for applications is Friday 4th February at 4pm.  Following receipt of your application, shortlisting will take place 7tht February and interviews will be conducted on Friday 25th February.
