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STUDENTS

UNION

City University London Students’ Union






JOB TITLE:
Reception Student Staff  
SITE OF WORK: 
Northampton Square and other satellite campuses if required
HOURS:
10 am – 6 pm variable with some weekend work for open days and public relation events. 

SALARY:


£6.50 per hour 
PURPOSE OF THE POST:
To provide an effective and friendly front line reception, administration and information service for the Students’ Union.  
MAIN DUTIES 

· To be the face of the Union for all enquiries

· To provide an effective, friendly and efficient point of contact for students 
· To be a resource of information for the organisation and students

· To answer calls, take messages and refer customers as appropriate 
· To answer emails or make appropriate referrals where needed 

· To triage initial USS enquires, signpost to online resources and book appointments with advisers where needed 
· To assist in general administrative duties 
· To sell Union organised event tickets, NUS extra cards and issue Insurance cards for clubs and societies 
· To be live to activities and events across the Union and University

· To be responsible for the maintenance and presentation of work area

PERSON SPECIFICATION

· Good communication skills

· Strong customer service skills

· Friendly and approachable, polite 
· Punctual, flexible and reliable

· Hardworking with the ability to use own initiative 

· Attention to detail

· Honest and trustworthy
· Ability to deal with confidential and sensitive information

· Commitment to working in a student led environment

· Willing to work flexible hours, including shifts over weekdays and occasional weeknights and weekends 
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