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                UNIVERSITY OF CUMBRIA
   JOB DESCRIPTION
   Post: Student Ambassador Faculty/Service: External Relations
   Grade: £6.50 per hour Location: Various
   Responsible to: UK Recruitment Team
   Responsible for: N/A
   Job Purpose:
   As a Student Ambassador, you will be working for the Student
   Recruitment
   (UK Recruitment, Admissions and International), Access / Widening
   Participation
   Teams and Course Enquiry Centre within the External Relations Service
   to help
   promote the University externally to prospective students and their
   influencers, as well
   as aspiration raising and promoting higher education as an option to
   young people.
   You may be involved in assisting these teams with events such as open
   days, interview
   days, school / college visits, careers events and office duties.
   There are also opportunities to assist with the delivery of workshops
   to schools and
   deliver presentations on student life. A large proportion of the work
   will be to lead
   campus tours for a variety of audiences. As such it is essential that
   the post holder
   has excellent oral communication skills and body language, along with
   a professional
   and reliable manner.
   Other Conditions:
   All Student Ambassadors may on occasions and in line with operational
   needs:
     * 
       Be required to work different hours including at weekends /
       evenings;
     * 
       Be requested to work additional hours including at weekends /
       evenings / bank holidays.
   The post holder will be required, subject to appropriate consultation,
   to travel to other campuses and sites as necessary. The University
   makes use of videoconference facilities to minimise travel wherever
   possible.
   The post holder is appointed to the staff of the University, and
   although initially deployed to a specific Service/Faculty, may be
   required, subject to appropriate consultation, to work in suitable
   posts elsewhere in the University.
   Main Duties and Responsibilities:
   ---------------------------------
   The Student Ambassador is an important role assisting in the provision
   of professional and comprehensive service for the University. A high
   priority is given to the creation of effective working relationships
   between the post holder and other contacts in the University as
   appropriate.
   The post holder will demonstrate professionalism, technical
   competence, good interpersonal and networking skills and the ability
   to work independently as well as within a team. The post holder will
   at all times operate within established University regulations and
   procedures. S/he will need understanding of and be committed to the
   success of a large, complex University.
   The principal duties and responsibilities of the post holder will
   include the following
   areas:
     1. 
       To assist with the set up and delivery of internal events which
       include open / interview / visit days.
     2. 
       To lead campus tours for a variety of audiences including parents,
       school pupils, prospective applicants, applicants and other
       influencers. Campus tours will be a large proportion of your work.
     3. 
       To assist the UK Recruitment and Access/WP teams with the delivery
       of workshops to school / college students. This may involve travel
       to schools / colleges and other campuses.
     4. 
       To assist the UK Recruitment and Access/WP teams with school /
       college / community visits onto our campuses
     5. 
       To assist with the delivery of Summer Schools
     6. 
       To assist all teams with basic office duties
     7. 
       To assist the UK Recruitment team with attendance at external
       careers / H.E events in schools and colleges to give information
       to young people and their influencers
     8. 
       To assist the UK Recruitment and Access/WP teams with attendance
       at community events to give out information and promote the
       university
     9. 
       To assist the International team with the induction weeks for
       international students
     10. 
       To display a professional and enthusiastic attitude at all times
     11. 
       To be responsible and reliable when committing to work duties
     12. 
       To be a positive role model for the university at all times
   To display a high level of confidentiality and follow training
   procedures at all times
   Corporate
   Subject to the overall responsibility of the Head of Service / School
   / Division / Faculty Administration as appropriate, and under the
   procedures established by and under the guidance of the University
   Secretary:
     * 
       To work at all times in line with the University Vision, Mission
       and Operating Principles;
     * 
       To contribute to and participate in committees, working parties
       and cross Service/Faculty/University projects as may be required;
     * 
       To support and actively promote a commitment to the University’s
       Equality and Diversity strategies, policies and procedures;
     * 
       To support and actively promote a commitment to the University’s
       Health and Safety policies and procedures;
     * 
       To be committed to Safeguarding and promoting the welfare of
       children, young people and vulnerable adults;
     * 
       To support and actively promote other University policies and
       procedures as may be appropriate.
   In addition to the duties listed here, the post holder is required to
   perform other duties which are assigned from time to time. However,
   such other duties will be reasonable in relation to the individual’s
   skills, abilities and grade.
   It is the University’s intention that this job description is seen as
   a guide to the major areas and duties for which the post holder is
   accountable. However, the business will change and the post holder’s
   obligations will vary and develop. The job description should be seen
   as a guide and not as a permanent, definitive and exhaustive
   statement.
   Criteria for Student Ambassador Post
   Essential/
   Desirable
   To be identified by:
   Qualifications
   Studying towards a higher education qualification at University of
   Cumbria
   Essential
   Experience
   Experience in working with young people
   Desirable
   Selection & Training Day
   Knowledge, skills and abilities
   Understand the need to be inclusive and sensitive when dealing with
   people from a variety of backgrounds
   Friendly and approachable
   Enthusiastic and inspirational about higher education
   Professional approach to work and work colleagues and ability to work
   independently and show initiative
   Confidence in dealing with people of different ages and backgrounds
   Excellent oral skills
   To be able to demonstrate empathy, tact and diplomacy
   Willing and eager to learn
   To be able to orally communicate confidently with large groups of
   people
   Good knowledge of your campus facilities / services
   Have experience of using Microsoft Power point to deliver
   presentations
   Have experience of using Microsoft Excel / other databases for data
   input
   Essential
   Essential
   Essential
   Essential
   Essential
   Essential
   Essential
   Essential
   Essential
   Essential
   Desirable
   Desirable
   Selection & Training Day
   Selection & Training Day
   Selection & Training Day
   Selection & Training Day
   Selection & Training Day
   Selection & Training Day
   Selection & Training Day
   Selection & Training Day
   Selection & Training Day
   Selection & Training Day
   Other
   Flexibility in relation to working hours and willing to travel
   Responsible, organised and reliable
   Ability to work under pressure
   Ability to liaise effectively with academic and other staff
   Well presented and with the ability to present themselves
   appropriately in a variety of situations
   To be able to represent and project a positive image of the University
   Full, clean driving licence for possible travel to external events
   Essential
   Essential
   Essential
   Essential
   Essential
   Essential
   Desirable
   Selection & Training Day
   Selection & Training Day
   Selection & Training Day
   Selection & Training Day
   Selection & Training Day
   2
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