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Some Important stuff 
	Location 
University of Suffolk Students’ Union, Library Building 
	Salary  
£11.44 per hour + holiday pay 
 
	Hours 
Varied and flexible around studies  
	Reports to 
Head of Operations 
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Front of house assistant  
	person specification 
	 

	criteria 
	 

	Knowledge & Experience 
	 

	Experience of customer services 
	Desirable 

	Knowledge of the role of the Students’ Union and the work that it undertakes at the University of Suffolk 
	Desirable 

	Current student at the University of Suffolk  
	Essential 

	Skills 
	 

	Exceptional interpersonal and communication skills (written and oral) 
	Essential 

	Appropriate levels of IT skills 
	Essential 

	Self-motivated and able to work independently as well as part of a team 
	Essential 

	Values and Ethics 
	 

	Desire to work within a democratic student-led environment  
	Essential 

	Commitment to equal opportunities  
	Essential 

	High standards of personal integrity  
	Essential 


 
General Duties 
· Ensure ShopSU is stocked and kept tidy throughout the day.  
· Support students and other users when using the self-service tills.  
· Monitor the SU inbox and take appropriate action. 
· Act as an ambassador for the Students’ Union and provide assistance to anyone that comes to the Front Desk. 
· Comply with the Union’s governance and policies. 
· Undertake training and development related to the role. 
 
Hours and Other Information: 
· ShopSU is open from 8:30 to 16:00 Monday to Friday. 
· Working hours are variable and flexible around studies. 
Disclaimer 
This job description outlines the major duties associated with the post. It is not exhaustive, and other duties of a similar level may be required. The duties may alter due to changes in legislation, policy, or operating decisions, with training provided as necessary. 
Contact 
For further information, or to apply for this role, please submit your CV and application form to su.hr@uos.ac.uk  
Website: https://www.uosunion.org 
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UNIVERSITY OF SUFFOLK
STUDENTS' UNION

LET US INTRODUCE OURSELVES...

The SU team is made up of two full-time elected student officers, called our SU Presidents, who are elected in by the
student body each year and have a set of manifesto points to deliver on to help better your student experience.

We also have our career staff, who are specialists in their area and help to facilitate the running of our services such
as sports, events, student elections, advice, and overseeing the running of Shop SU. They work alongside the SU
Presidents to help them deliver on their manifesto points and ensure the smooth running of the SU services.

Last but most definitely not least, we have our student staff members, who are currently studying at the University of
Suffolk, and work on a part-time basis alongside their studies to help run our SU services! They are valued members
of our team and we wouldn't be able to continue to provide an awesome student experience without them.
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The University of Suffolk Students’ Union is a charity and membership organisation which

represents and supports over 14,000 students studying at our Ipswich campus and across the
UK and overseas.

We are student-led and provide a range of services and opportunities to students including
representation, advice, events, sports, social activities, and training. Alongside this we also
operate a social space and shop on our Ipswich campus.

The Students’ Union is led by our elected student Presidents and is overseen by our Board of

Trustees, with day-to-day operations and strategic management delegated to the Chief
Executive.
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