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Student Ambassador
	Faculty / Cost Centre: External Relations (Marketing)
	Location: Leicester City

	Department/ School: Outreach Team
	Responsible To: Outreach Manager 

	Grade: Grade A: Spinal point 2  
	Responsible For: this post carries no supervisory responsibility

	Role Profile Ref.: SAM1
	

	Contract Type: Bank Contract
	Date of Issue: August 2011


	Overall Purpose of the Role

	To promote and enhance the reputation of the university to prospective students and their influencers, by dealing professionally, accurately and empathetically with all customers.
To support the External Relations Department in achieving its external marketing strategy objectives through involvement in activities designed to promote the recruitment of students to DMU.

To support the External Relations Department in achieving its internal marketing strategy objectives by committing to a strong customer service culture.

To support all faculties and other departments, when required, in achieving their recruitment strategy objectives.
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	Main Duties and Responsibilities

	1. To be a competent and professional representative of the university in all dealings with customers.

2. To maintain a welcoming atmosphere for visitors to the university.

3. To be aware of and adjust to new information given by Principal Student Ambassadors and DMU staff.

4. To ascertain when an enquiry needs referral to a higher authority.

5. To conduct tours of the Leicester City Campus for visitors.

6. To represent DMU at promotional events such as Open Days and experience days, in a variety of roles.

7. To provide support, both via telephone and face to face, during Clearing operations.

8. To provide clerical and administrative support to the Marketing Department, as and when required.

9. To be aware of appropriate DMU policies and procedures including Safeguarding Children, Data Protection and Manual Handling.

10.  To promote higher education through WP activities to under 18 year olds

11. To support and involve in summer schools in a variety of roles including supervision of small groups of under 18s 

12. Student Ambassadors may be required, from time to time, to fulfil other adhoc duties as appropriate to their skills.




This job description reflects the main duties and responsibilities of the post.  However, the postholder may be required to fulfil other ad-hoc duties commensurate with the level of the post from time to time.

Student Ambassador
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	Faculty/Cost Centre: External Relations (Marketing)
	Location: Leicester City

	Department/School: Outreach Team
	Responsible To: Outreach Manager

	Grade: Grade A - Spinal Point 2  
	Responsible For: this posts carries no supervisory responsibility

	Role Profile Ref.: SAM1
	

	Contract Type: Bank Contract
	Date of Issue: August 2011


	Requirements
	Essential
	Desirable
	Method of Assessment *

	1. Qualifications and Training
	Currently Studying at DMU 


	Presentation skills

Awareness of Child Protection


	1, 3, 4



	2. Previous Work Experience
	Working in a Customer facing role


	Experienceof working with a variety of Customers

Experience of speaking to large groups of people

Experience of Customer Service


	1, 2, 4

	3. Specific Knowledge / Skills / Abilities required
	Excellent communication skills

Customer Care

Good time-keeping skills

Ability to work on your own initative

Effective team-working skills

PC Literate

Working with young people
	Good Knowledge of courses, facilities, surrounding are

Excellent presentation Skills
	1, 2,3

	4. Motivation / Attitude

	Enthusiam for DMU and Higher Education Professional approach to work

Reliable

Organisational Skills

Flexibility 

Excellent interpersonal skills

Attention to detail
	     
	1, 2

	5. Additional Requirements
	
	     
	     


	*1=Application form;   2=Interview;   3=Test/Presentation;   4=Documentary evidence;   5=Other (Please specify)


	SUPPORT STAFF - CONDITIONS OF SERVICE

	Student Ambassador

To work on a casual contract starting October 2011 until end of study with the University unless otherwise stated. 



	Department of External Relations 

	Vacancy Reference: SAM1

	Salary

Salary will be in accordance with the nationally agreed Single Pay Spine: -

Salary scale A: Spinal Point 2 – (currently £7.02 per hour)

	Qualification Certificates
The offer of employment will be subject to you providing copies of your qualification certificates, which are relevant to your application for this position (as noted in the advert/person specification).  If you are short-listed, you will need to bring the originals to interview for verification.

	Eligibility to Work in the United Kingdom

The offer of employment will be subject to you providing a copy of a document confirming your eligibility to work in this country (i.e. full birth/adoption certificate combined with document showing permanent National Insurance Number, your passport, Biometric Immigration Document, or permanent residence card).  This is to comply with the legislative requirements of the prevention of Illegal Working, Immigration, Asylum and Nationality Act 2006.

	Criminal Records Disclosure
This post may require a  CRB Check to be carried out for certain events. All successful candidates will have to complete a disclosure form on appointment and CRB check may be required at a later date.  

	Medical Examination
The appointment may be subject to a satisfactory medical report, which may include a medical examination.

	References
The appointment may be subject to the receipt of references, which are satisfactory to the University.

	Annual Leave
Annual leave will be paid annually in July. Every hour worked will accumulate holiday time.

	Superannuation

The post is pensionable and you have the option of joining the Local Government Superannuation Pension Scheme; taking out a Private Pension Plan; or you may contribute to the State Earning Pension Scheme (SERPS).

	Probation

The appointment will usually be subject to a probationary period of 5 events or 2 months.

	Application
The enclosed application form should be completed and returned to:-

Enquiry Centre, Mill Lane, De Montfort University, Leicester, LE1 9BH or emailed to studentambassador@dmu.ac.uk

	Closing date:  October 2011
	Interview date:  TBC
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