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Reception/Administration Assistant Job Description





Job Title		: Reception/Administrative Assistant.


Responsible To	: Office Coordinator.


Purpose of Job		: To assist the Office Coordinator to provide excellent customer service     and be a first point of contact for members and visitors, providing a gateway to other Union services.


Office Duties:


To provide a high quality, friendly reception service to all members and visitors to the Students’ Union.


Provide up to date information about a wide range of services offered by the Students’ Union, including, but not limited to: the advice service, student representation, student activities, clubs and societies and entertainments.


Promote the sale of NUS Extra cards to all members on the campus.


Provide an essential link to other services within the university or other campuses, referring students as necessary.


Assist the advice service on the appointments referral procedure being mindful of confidentiality and data protection.


To assist customers with office services such as: photocopying, answering and directing the phones, filing finance paperwork and clubs and society administrative matters.


Operate the till to sell a variety of products from: memberships to clubs and societies, ticket sales, NUS Extra cards and other. 


To assist with general administrative duties as directed by the Office Coordinator. This may include word processing and data entry etc. 


Promote the work of the Students’ Union in a positive light at every available opportunity, maximising visibility of the Union, Visitors and University Personnel.





Other


To be confident, welcoming and approachable to all students.


Actively promote events, day time activities and executive campaigns to all students.


Undertake all activities in accordance with the Union’s equal opportunities, health and safety, environmental and staff protocol policies.


To ensure the best levels of customer service at all times.


To carry out any other duties as may be assigned to the post holder and which are reasonably consistent with the position.


To work in any of the Students’ Unions other departments as necessary. 





This position is only open to application for current students studying at Anglia Ruskin University.





For this role the shifts will be flexible. 


Cambridge: Availability of hours will generally be scheduled as half days from Monday – Friday between 9am-5pm. 


Chelmsford: Generally 4 hour shifts any time between 10am - 4pm�


There will also be the occasional opportunity to work the weekends or evenings for open days or other events.











