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Students’ Union Reception Assistant 

 

York St John Students’ Union is looking for a welcoming, friendly, and engaging person to join our 

student staff team as Reception support. Working alongside the whole Students’ Union staff team, you 

would be responsible for being a first point of contact for students and visitors, answering and assisting 

with student enquiries, operating a retail service, and assisting Students’ Union staff with general 

administration. 

 

JOB DESCRIPTION 

 

Job title:   Students’ Union Reception Assistant 

 

Department:   Central Services 

 

Salary scale:   TBC 

 

Hours of work:   TBC 

 

Responsible to:  Administration Coordinator 

     

 

Supervisory responsibility: None 

 

Please note you must be currently enrolled as a York St John University student at the York 

Campus to be eligible for this position.  

 

DETAILED DESCRIPTION OF DUTIES: 

These duties are integral to the role. 

• Provide a welcoming, friendly, engaging, and informative point of enquiry for the Students’ 

Union, specifically for in-person visitors; 

• Meet and greet all visitors to the Students’ Union, providing an initial welcome, answering initial 

questions, and signposting where necessary; 

• Being an interface between students and the Students’ Union, providing information about the 

Students’ Union’s activities and services (e.g., clubs and societies, events, campaigns); 

• Respond to initial enquiries by providing information about the Students’ Union, and assisting 

enquirers navigate the services of the Students’ Union’s and University’s services; 

• Providing a triage service for enquiries that need to be passed to other staff members; 

• Arrange further assistance with students’ enquiries through booking meetings with Students’ 

Union’s staff, searching for information, or signposting where necessary; 

• Proactively provide information about how the Students’ Union can support students’ wellbeing, 

help with academic appeals or complaints, and other support services. 

• Operate the Reception point of retail, including by processing transactions and handling 

monies. 

• Refund monies to students who require society reimbursements and other refunds. 

 



   
 

 

 

 

OTHER DUTIES 

These duties are expected and may be further agreed with the line manager. 

• Provide reasonable assistance with the general administration of the Students’ Union; for 

example, by distributing post, photocopying, scanning, etc.; 

• Ensure the general tidiness of the SU Reception and Atrium; 

• Assist the SU team in ensuring posters and other communications displays are up to date and 

informative; 

• Participate in Students’ Union-wide projects including Welcome Week, Elections, end-of-year 

events, and others, alongside core staff. 

 

PLUS 

These duties are expected of all staff. 

• Fulfil other reasonable duties for work and projects as directed by the line manager; 

• Ensure that the highest standards of professional performance and conduct are maintained; 

• Promote equal opportunities within the team; 

• Ensure, as far as responsible, compliance with relevant legislation and statutory codes of 

practice; 

• Participate in performance reviews; 

• Ensure that professional skills are regularly updated through participation in training and 

development activities, and; 

• Ensure, as far as responsible, that all Students’ Union policies are implemented. 

• Encourage students to actively engage and participate with Students’ Union by helping with 

key events, campaigns, and projects. 

• Positively promote the Students’ Union amongst the University Community.  

 

 

Benefits:  
As a member of SU student staff, you can expect the following:  

• Support in your role from the Students’ Union team  
• A detailed induction programme and ongoing training, development, and 
support  
• A flexible approach to work  
• 10% discount at all SU outlets  

 
The Students’ Union is a Disability Confident Employer and holds Investing in People Silver 
Accreditation.  Our values are grounded in equal opportunities and providing equity for all.  
 


