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	Job Title: 
	Student Representation Assistant 
	Reporting to:
	Student Partnership & Enhancement Lead


	Position: 
	Support
	Grade:         
	DA3

	Purpose 

	
Working alongside the Student Partnership & Enhancement Lead, Office Bearers, and a broad range of students, the postholder will support and enhance opportunities and engagement in student representational roles and activities to improve learning, services, and outcomes for our students. 

	Accountabilities / Areas of Responsibility

	1. To Support student representation across the College and provide a point of contact for student representatives, including. 
· Promoting the opportunities and benefits of engaging in class, lead and other student representational roles and opportunities
· Creating and supporting student representative training and development in collaboration with Student Partnership & Enhancement Lead and Student President. 
· Acting as central point of contact for student representatives, supporting them with key tasks. 
· Encouraging and maintaining the accountability and autonomy of the Students’ Association.
· Fostering positive and productive relationships between the Students’ Association and teaching/support teams and external organisations.
· Ensuring compliance with College and SA policies and processes, including adherence to good practice in areas such as health and safety, safeguarding, equality, and governance.
2. Support and develop innovative and engaging approaches to gain and trap student representative and student feedback, ensuring a specific focus on the enhancement of learning, teaching, outcomes, and the wider learning experience.
3. Support the creation of accurate and engaging reports and information on work undertaken, progress and impact.
4. Promote the work of the SA with regular updates, communications, and social media posts.
5. Develop positive and productive relationships and partnerships with other institutions, including supporting regional and national partnerships that increase the capacity of the Dundee & Angus College Students’ Association and benefit students.
6. To work alongside the Students’ Association Team to provide activities, events and support systems for students at Dundee & Angus College. 
7. Demonstrate professional standards and actively engage in continuing professional development.
8. Represent the College at external events, acting as a positive ambassador for students and the College at all times. 
9. To ensure that all tasks are carried out in accordance with Health and Safety legislation and with the College’s Health and Safety Policies and procedures.





Notes on Duties and Responsibilities

The duties and responsibilities on this job description are intended to give a broad indication of the variety of tasks the post holder may be asked to undertake.  It should be noted that a job description is not an exhaustive list of activities, and staff may be asked to carry out other duties commensurate with the grade of the post.  The job description may also be amended to take account of changed circumstances, and staff will be consulted when this is necessary.

[image: ]Person Specification: Student Representation Assistant
	EXPERIENCE

	ESSENTIAL
· Successful track record of engaging and involving students or other groups of young people from diverse cultural and socio-economic backgrounds.
 
· Experience of successful working with a wide range of partners / stakeholders to deliver project outcomes and enhanced opportunities for students, clients, or others. 

	DESIRABLE
· Up-to-date knowledge and understanding of student engagement and representation within an educational context. 

· Knowledge of Student Association and Student Representational functions. 

· Knowledge of student agencies such as NUS and SPARQS.


	EDUCATION AND QUALIFICATIONS

	ESSENTIAL
· Qualification at HNC level (SCQF level 7 or above) in a relevant discipline, although equivalent level work or voluntary experience would also be considered. 

· Good level of IT skills including Microsoft Teams and Office packages and social media communications.

· Recent evidence of professional updating.

	DESIRABLE
· Qualification incorporating key elements of youth / community work; advocacy or support.

· Qualification or experience of service design and customer engagement principles


	SKILLS/ABILITY

	ESSENTIAL
· Strong personal organisational skills, and the ability to organise others.

· Ability to develop and maintain effective partnerships and collaborations. 

· A demonstrable ability to negotiate, persuade and influence others at all levels.

· Driving Licence
· 
	DESIRABLE
· Creativity and ability to develop innovative approaches and projects.

· Ability to exercise good judgement in decision making, including situations where students may be at risk or where adherence to legal, regulatory or confidentiality requirements may be at stake. 

· Access to a vehicle




	PERSONAL

	ESSENTIAL
· Energy and enthusiasm 
· Patience and a sense of humour 
· Flexible approach to working hours and tasks
· Ability to work as part of a team and on own initiative, manage own time, prioritise, and meet tight deadlines
· Caring, with the ability to set clear work and professional boundaries 

	DESIRABLE
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EMPLOYMENT INFORMATION 
PART TIME TERM TIME SUPPORT POSTS



Superannuation

Support staff of Dundee and Angus College automatically join the Local Government Pension Scheme administered by Dundee City Council.  Contributions are based on pensionable earnings in line with the Local Government Pension Scheme.  This is a career average salary pension scheme with a tiered employee contribution rate.

Hours of Work

Your hours of work will be 17.50 per week. 

Fixed term to November 2027.

Sickness/Absence

Eligibility to sickness allowance is dependent upon length of continuous service at commencement of absence as follows:

SERVICE				FULL PAY	HALF PAY

Less than one year			1 month	1 month

One year, but less than 2 years	2 months	2 months

2 years but less than 3 years		4 months	4 months

3 years but less than 5 years		5 months	5 months

5 years or more			6 months	6 months 

Salary paid during periods of absence is inclusive of Statutory Sick Pay (SSP) if an employee is eligible.  If an employee has insufficient National Insurance contributions they may not be eligible for SSP.  Self-certificate forms and/or doctor's medical certificates will be required at all times.

Remuneration

The rate of remuneration will be in accordance with the provisions of collective agreements reached from time to time.  This includes agreements reached by the National Joint Negotiating Committee and by the local College Joint Negotiating Committee.  

Salary will be DA3, £26,919 - £28,761 per annum (actual salary range: £12,462 - £13,315 per annum pro rata) (pro-rata based on a 40 week term time contract)).

A month's pay is 1/12th of the full annual salary.

Location

We have 3 campuses: Kingsway Campus which includes the Space, Gardyne Road Campus and Arbroath Campus.  Staff may be requested to work at any of the Dundee and Angus College campuses. Reimbursement is available for essential travel between campuses.  Please note the post will be Multi Campus.



Disclosure

Successful candidates will be required to complete a PVG Scheme Record under the Protection of Vulnerable Groups (PVG) (Scotland) Act 2007.  

Staff Development and Training

Dundee and Angus College is committed to the continuous development of its staff in order to meet strategic, operational and team objectives.  The College recognises that whatever post is held, there will be times when additional training and support may help staff continue to do their job effectively and to the quality standards required.

Staff will be expected to attend regularly, a variety of internally organised Continuous Professional Development and Staff Development events – ranging from generic training to curriculum development to legislative updates.  

Staff can also apply for external staff development programmes and courses providing the development is categorised as enhancing the needs of the College or Curriculum, as well as meeting personal development needs.
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