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Job Description

Engagement Manager
Vision
Students creating success together.
Mission

A Union with a personal connection to all students. We recognise individual aspirations for success and support students to collaborate and realise their ambitions.

Values

We are:

Inclusive 

We champion equality, diversity and inclusion. We respect the needs of the individual and the wider student community.

Honest

We act honestly, think ahead and deliver on our promises. We share our hopes, challenges and successes widely and effectively.

Collaborative

We always seek to work in partnership to help us realise our shared ambitions.

Determined

We know what is important to ARU students and are driven to achieve the best possible outcomes for them.

	Reporting to:
	Director of Advocacy and Engagement

	
	

	Responsible for:
	Assistant Representation Manager, Campaigns and Education Enhancement Coordinator, Democracy Coordinator, Representation/Executive Assistant

	Section:
	Advocacy and Engagement

	
	

	Salary:
	Grade 4—£26,884 - £29,386

	
	

	Hours of Work:
	35 hours per week/flexibility required

	
	

	Place of Work:
	Cambridge, Chelmsford and Peterborough. The post-holder will be required to work at other sites as necessary.


The Students’ Union is fully committed to its policies and procedures on Equality, Diversity and Inclusion.
Purpose of Job: 


To lead, manage and develop the campaigning, democratic, education enhancement, executive officer support and representative functions of the Students’ Union. The Engagement Manager will manage the department to actively engage students in the democratic and representative functions of the Students’ Union and ensure students are able to shape their experience by supporting them to transform their ideas into positive change.  

Campaigns

· Manage the co-ordination, delivery and ongoing development of the union’s campaigning priorities
· Report on the impact and success of campaigns
Democracy
· Manage the co-ordination and ongoing development of the union’s democratic and decision-making processes including but not limited to elections, committees, meetings and the ‘turning student ideas into action’ initiative.
· Develop strategies to improve engagement and participation in democratic and decision-making processes.
· Where required act as the Deputy Returning Officer for elections and Chair of the Elections Committee as nominee of the Chief Executive.
· Support the Executive Officers in developing and implementing policy.
· Act as the primary contact with the National Union of Students for all matters relating to democracy.
· Ensure the Articles of Association and Bye-Laws remain up to date and fit for purpose
Education Enhancement

· Act as project sponsor for annual academic enhancement project; setting priorities for improving academic quality and working towards their delivery through engagement with working groups and committees
· Support the delivery of the Made a Difference (MAD) awards 
Elected Officer Support
· Manage high quality and pro-active and administrative support to the Elected Officers.
· Ensure appropriate systems and processes are developed and maintained to support effective and efficient day to day running of Elected Officer support.
Representation
· Manage the recruitment, development, ongoing support and recognition of voluntary Campaign, Course, Faculty and Postgraduate Research Representatives

· Lead on relevant strategic projects related to representation

· Work to develop the effectiveness of the Student Staff Liaison Committees (SSLC) meetings within the University

· Report on issues, trends, publications or initiatives that are relevant (providing confidential anecdotal information when necessary), producing an end of year report
· Lead on the delivery of recognition and reward schemes for volunteers

· Support in the training and induction of Elected Officers

· Manage the process of preparing, briefing and supporting Representatives in their membership of working groups and committees
· Act as a key contact for Executive Officers providing support as appropriate particularly in relation to their membership of working groups and committees.
Team and People Management

· Line manage members of the team
· Conduct regular team meetings, individual one-to-one meetings and appraisals
· Manage staff in a fair, consistent and professional manner, encouraging learning and development to maximise their personal potential in their current and future job roles

· Produce reports and statistical analysis of data

· Monitor the impact of work, especially in relation to equality and diversity
· Maintain an up-to-date knowledge of higher education, SUs, developments and best practice

Other

· Carry out all duties and responsibilities in accordance with the Equal Opportunities Policy and Student/Staff Protocol
· Actively promote exceptional customer service, taking a proactive approach at all times
· Attend and contribute to team meetings, Students’ Union meetings, and other meetings as directed
· Carry out any other duties or projects as may be assigned to the post-holder by the Students’ Union and which are reasonably consistent with the position
· Support the Environmental Policy
The Students’ Union expects all staff to participate in any training programme, meeting or conference considered relevant to your job.  The Students’ Union expects all staff to participate in, and take ownership of,  their Induction, Personal Development Review, Departmental Staff Meetings and be responsible for carrying out duties with full regard to the rules, policies and procedures and conditions of service contained in the Staff Handbook, and within Departments of the Students’ Union.   

A condition of employment is that all staff are expected to assist in key events throughout the year e.g., Fresher’s Fair, Elections, Open Days and any other key events.   Staff are expected to portray a positive image, both internally and externally of the Students’ Union by displaying high standards of service, integrity, punctuality, politeness and professionalism.

	Criteria
	Essential
	Desirable
	How Identified

	Education/Qualifications
	
	
	

	Minimum G.C.S.E. or Level 2 equivalent English and Maths
	(
	
	E

	Degree
	
	(
	E

	First Aid certificate 
	
	(
	E

	Knowledge & Experience
	
	
	

	Experience of working in a similar role in a membership organisation
	
	(
	A

	Knowledge of the issues affecting students in higher education
	(
	
	A

	Managing and motivating staff and/or volunteers
	(
	
	A/I

	Planning and delivering impact led campaigns focused on making positive change
	
	(
	A/I

	Developing action plans and strategies to increase participation and engagement
	(
	
	A/I

	Experience of project management and/or service development
	(
	
	A/I

	Skills & Abilities
	
	
	

	Computer literacy and keyboard skills (Microsoft Office)
	(
	
	A

	Ability to coordinate events
	
	(
	A/I

	Excellent communication skills both written and oral
	(
	
	A/I

	Time management and prioritising skills
	(
	
	A/I

	Personal Qualities
	
	
	

	Patience, enthusiasm, ability to motivate others
	(
	
	I

	Commitment to working in a democratic environment
	(
	
	A/I

	Flexible and adaptable approach to work and working hours
	(
	
	A

	Customer focused with the ability to work with a range of people
	(

	
	I

	Other
	
	
	

	Understanding of and commitment to the principles of equal opportunities
	(
	
	A/I

	A desire for self-development and willingness to engage in training opportunities
	(
	
	I

	Ability to travel independently to other locations when required
	(
	
	A

	E: Evidence, A: Application, I: Interview
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