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	Department:
	Finance

	Reports to:
	Welcome point Co-Ordinator 

	Pay band and salary range:
	Salary: £12.71 per hour plus Holiday pay

	Role summary:
	Are you looking for an exciting new role where you can be part of a dynamic team, meet new people and have fun at work? 



Key Accountabilities:

	Key responsibilities

	1. Welcoming students, staff, and visitors 

	1. Administrative duties  

	1. Troubleshooting and problem solving 




Duties and Responsibilities: 

	Specific duties and activities

	Customer Service Assistant role:

This is an exciting opportunity for you to join the Students’ Union Welcome Point Team working at the Students’ Union.
We are the first point of call for students, visitors, and staff, where providing excellent service is key.
The successful candidate will have excellent interpersonal, communication and organisational skills, with a positive, service-oriented, can-do attitude. Able to work independently as well as in a team and have a proactive approach to troubleshooting and problem solving.
Key Requirements:
· Excellent communication and interpersonal skills
· A friendly and approachable manner
· A positive attitude and willingness to learn
· Previous experience in a similar role is desirable but not essential
In return, we offer a competitive salary, opportunities for training and development, and a supportive and inclusive working environment where you can make a real difference to the student experience.
If you are passionate about delivering great customer service, have a can-do attitude, and want to be part of a fun and exciting team, we want to hear from you!
Please note this role is specifically 1pm-5pm on Monday & Friday’s you must be free for both Shifts, term time only till end of May 26
How to apply: apply via our Applicant Portal.
Please complete the Equal Opportunities Monitoring Form
Deadline for applications: 9am - Tuesday 29th September
Interviews will take place Tuesday 6th October 
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