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	Job Title
	Support & Advice Hub Administrator 
	Reports to
	Head of Advocacy & Wellbeing

	Grade 
	A (0.6 FTE/22hrs p/w)
	Department
	Support & Advice Hub

	Salary
	£25,408 per annum (£15,244 pro rata)
	Contract
	Permanent/Job Share

	Financial responsibility 
	☐ None


	People responsibility
	☐ None




	Main Purpose and Key Service Delivery

	To provide a warm, welcoming and supportive first point of contact for the service users of the Support & Advice Hub and to coordinate administrative, technical, resource and promotional support to the team.

This is a 0.6 FTE job-share position (22hours per week), working alongside the existing Support & Advice Hub Administrator to provide consistent administrative and first-point-of-contact support to the service.




	Summary of Duties and Responsibilities

	· Act as the first point of contact for all visitors of the Support & Advice Hub, providing initial support, signposting and referrals where appropriate.
· Respond to initial enquiries from visitors and potential service users of the Support & Advice Hub.
· Work with the advice team to triage advice appointment requests to the appropriate area of advice, adviser or support. 
· Raise awareness of and promote the work of the Support & Advice Hub by producing promotional materials and coordinating social media and website updates. 
· Maintain records of service users and produce statistical information, as requested by the Head of Advocacy & Wellbeing.
· Collate evaluations from service users and produce statistical information. 
· Support the organisation of the welfare resource provision including drug testing kits and food parcels. 
· Complete administrative tasks in line with the needs of the Support & Advice Hub and the responsibilities of the role.
· Adhere to the Support & Advice Hub’s service standards, particularly with regard to confidentiality and impartiality at all times.
· Complete any other duties that correspond with the nature and grade of the post as requested by the Head of Advocacy & Wellbeing.
· Contribute to the continuous improvement of the Support & Advice Hub.
· Ensure safe working practices and a safe working environment by complying with statutory legislation and NUSU health and safety policies and procedures.  
· Promote and implement NUSU’s Equality & Diversity Policy in all aspects of employment and service delivery.  




	Key Relationships

	The Support & Advice Hub Administrator will provide an initial warm and supportive welcome to service users and visitors. They will work closely with all colleagues in the Support & Advice Hub. They will also work with the Sabbatical Officer team and departments across NUSU.

Externally, they will work with University departments, such as Student Health & Wellbeing and Accommodation Services, providing information about what the service provides. They may also work with local sector partners and referral agencies, particularly those who have drop-ins/activities in partnership with the Support & Advice Hub.




	Decision Making and Accountability

	The Support & Advice Hub Administrator is expected to work within the service’s policies and procedures when managing their workload. Following an initial consultation with the service user, they will decide on the most important course of action, liaising with colleagues in the Support & Advice Hub for support. They are expected to exercise their judgement in prioritising competing workloads, resolving operational issues and making day-to-day decisions within agreed service standards.

As the role is required to provide a first point of contact service, there is a requirement for the role holder to be based in the NUSU building during their working hours.





	Person Specification
About you

	Experience and Knowledge:
· Educated to Level 3 (e.g. A levels or equivalent),or possess relevant administration or customer service qualifications or experience. 
· Experience of working as a receptionist or in customer service.
· Experience of recording and compiling statistical information.

Skills and Attributes:
· Excellent written and verbal communication skills
· Ability to manage a varied workload, prioritise competing demands and work effectively under pressure.
· Excellent attention to detail, particularly when working with confidential information.

Values and Ethics:
· Committed to creating an inclusive, supportive and welcoming environment for all
· Maintains confidentiality in accordance with relevant policies and procedures.
· Acts with integrity and professionalism and treats others with respect.
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