
RETAIL ASSISTANT  
 

The position is one of assisting in the running of the Student Union shops: one which is located 

on the main campus, the other at our shop at West Downs student village. You will be 

required to work in either, or both, of our shops, covering shifts on any day of the week, 

which can begin as early as 8.00 am, and finish as late as 10.30pm.  The following job 

description points, 1-17, apply to all positions available (assistants and supervisors alike), and 

you are expected to continue good practice in all of these areas. In addition to this 

supervisors are responsible for maintaining all shop standards and procedures, particularly in 

the Manager’s absence, and you may also be required to supervise the work of others. It will 

also be your responsibility to report any problems/general concerns to the Shop Manager. 

Finally, we require staff who are, above all, professional. This means you must be punctual, 

flexible and reliable.  
 
GENERAL DUTIES 
 

1. To maintain a high standard of customer relations at all times. 

2. Accept deliveries as they arrive to the shop.  To check that it is all accounted for and 

communicate any discrepancies/ damages to either a supervisor or manager.  

 

3. To follow and complete the opening hours procedure and the closing procedure at all 

times. 

 

4. To move and rotate stock as directed, ensuring all displays and cabinets are fully 

stocked, well presented, and priced correctly. 

 

5. To handle cash and use the tills in accordance with set operating procedures and 

training provided.  

 

6. To observe and work within Licensing Law. This includes adhering to the Student Union’s 

‘Challenge 25’ Policy.  Also ensuring that no drinks or open cans of alcohol are brought 

into the shop.  Also remembering that you are not allowed to drink in your uniform or 

have any form of alcohol prior to your shift. 

 

7. To ensure safe practices are observed at work at all times with respect to staff and 

customers, and observe other legal health & safety obligations, such as temperature 

checking chilled and frozen food, correct lifting procedures etc. 

 

8. To ensure the security of stock, cash and other property, belonging to both the Student 

Union and members of staff. 

 

9. To answer telephone queries and take messages accurately. 

 

10. To ensure the cleanliness of the shop and all related areas before, during and after 

opening hours. 

 

11. To enforce the Student Union no smoking areas. Also remembering that you are not 

allowed to smoke in your uniform or whilst on duty. 

 

12. To inform the relevant supervisor of any faults or problems. 

 

13. Conversation between staff members and the public is acceptable to develop a friendly 

rapport within our business.  If the level of conversation reaches a point where it effects 

the efficiency of service or appears unprofessional to outside observers it will be deemed 

unacceptable. 

 



14. To deal with Laundry card queries/refunds.  

15. To arrange cover for any of your shifts which you are unable to attend yourself, for 

whatever reason (including illness). You must also advise the Manager of any changes, to 

ensure the correct information is given to payroll at month end. You are required to give 

one weeks notice, in writing if you wish to quit. Failure to do so may result in you not 

receiving your final pay. 

 

16. You are expected to be available to work from the week prior to the start of each term, 

through to the final weekend of each term. Failure to do so may result in disciplinary 

action. 

 

17. To make a positive contribution to the retail team by being RELIABLE, flexible, RELIABLE, 

punctual, RELIABLE, trustworthy, and most important of all, RELIABLE. 

 

18. Must be available at the start of the new academic year from the week before 

registration week, in order to attend necessary training. 

 

 

 

BAR ASSISTANT 
 

The position is one of assisting in the running of the Student Union bars, including serving 

customers, operating till and cleaning the bar and all related areas.  A high standard of 

customer relations is expected at all times. The following job description points 1 - 25 are the 

same as those for the position of bar assistant and you are expected to continue good 

practice in all of these.  Supervisors in addition to this are responsible for supervising the work 

of others in these areas, reporting general observations including any and all problems, to 

the Duty Manager. 

 

 

GENERAL DUTIES 

 

1. To maintain a high standard of customer relations at all times. 
 

2. To follow and complete the opening procedure, the opening hours procedure and 

the closing procedure at all times. 
 

3. To move and rotate stock as directed, ensuring all displays and cabinets are fully 

stocked and well presented. 
 

4. To handle cash and use the tills in accordance with set operating procedures and 

training provided.  
 

5. To observe and work within Licensing Law. 
 

6. To ensure safe practices are observed at work at all times with respect to staff and 

customers. 
 

7. To ensure the security of stock, cash and other property, belonging to both the 

Student Union and members of staff. 
 

8. To collect, wash and restock glasses 

 

9. To ensure the cleanliness of the bar and all related areas before, during and after 

service. 
 

10. To inform the relevant supervisor of any faults or problems. 



 

11. To observe the correct line management and reporting procedures at all times. 
 

12. Conversation between staff members and the public is acceptable to develop a 

friendly rapport within our business.  If the level of conversation reaches a point where it 

affects the efficiency of service or appears unprofessional to outside observers it will be 

deemed unacceptable. 
 

13. At all times to fill in the time sheets after every shift - failure to do so will result in non-

payment for that shift.  To notify your line manager at least 48hrs in advance if you are 

unable to work a shift. 
 

14. You are expected to be available to work from the first day through to the final day 

of each term. Failure to do so without suitable mitigating circumstances will constitute a 

disciplinary act. 

 

 

 

FOH (Front of House) STEWARD ASSISTANT 
 

The position is one of responsibility for general health and safety and customer service. The strict 

fulfilment of licensing requirements, fire regulations and Student Union policy is paramount to the 

position as well as a firm basis in public relations and assisting in dealing with difficult people and 

situations.  
 

FOH DUTIES  
1. To greet people in a friendly and professional manner on their entry to the building. You are the first 

and longest lasting impression of the Student Union staff, your conduct is therefore key to establishing 

the Students Union as friendly and approachable.  

 

2. To assist security in ensuring all entrants to the building are current Student Union members, or have 

been signed in by one. Each member may sign in up to one non-member on their Students Union card.  

 

3. To report to security any individual attempting entry under a current Student Union ban, or who 

displays signs of being too intoxicated or aggressive to enter. This is an individual judgment, and should 

be based on the individual member’s likelihood to cause damage or distress to themselves, other 

members, or the building fabric or contents.  

 

4. To operate the door entrance till on appropriate nights, ensuring all cash is handled accurately. (£50 

notes may not be accepted under any circumstances).  

 

5. To set up and run the cloakroom and ticketing facility. Like the till, this requires the handling, 

supervision and protection of funds, as well as customer’s property.  

 

6. To observe fire regulations. Training will be given during your induction. At all times ensure fire exits are 

clear of obstruction, and fire equipment is properly positioned and has not been tampered with. To 

oversee with security and managers the evacuation of members and their guests in the event of a fire 

alarm and to otherwise act as a fire marshal.  

 

7. To supervise the interior of the Student Union building, ensuring that members or their guests comply 

with Student Union rules and regulations. These include public safety, resolving disputes, and ensuring 

the building is respected. Any perceived breach of the above should be reported immediately to 

security and or management.  

 

8. To check all areas of the building on a regular basis and to ensure any spillages or other safety 

hazards are dealt with appropriately and are suitably signposted. To collect and dispose/recycle all 

drinking receptacles and waste.  

 



9. To assist with the setting up and breaking down of all equipment in use for the purposes of 

entertainment. And to ensure all equipment is treated with respect and stored neatly in the 

appropriate locked room. This is to include any tables or portable staging.  

 

10. If issued, to use your radio ear piece at all times, and to maintain radio protocol (e.g. acknowledge 

all transmissions).  

 

11. You are also responsible for assisting with the clearance of people from the building at the end of 

the night. Politeness and professionalism are essential at all times.  

 

12. If in use, to ensure all Students Union customers wishing to use the minibus service are able to do so, 

but not to allow any disruptive or aggressive behaviour at the minibus collection point. Anyone acting 

in this way may be refused access to the minibus service or the matter referred to security.  

 

13. It is also an integral part of steward role that, after the venue has been cleared, you assist in helping 

the bar staff to tidy up and collect any drinking vessels remaining in the building.  

 

14. Conversation between staff members and the public is acceptable to develop a friendly rapport 

within our business. If the level of conversation reaches a point where it affects the efficiency of the 

Steward team, appears unprofessional to outside observers, or disturbs the fluid pattern of patrols it will 

be deemed unacceptable.  

 

 
 

 

GENERAL RESPONSIBILITIES 

 

All SU staff are expected to work within the ethos of the SU and strive to achieve the following: 
 

1. To work co-operatively with other SU staff and officers, as well as relevant external organisations. 

2. To adhere to the highest standards, especially of customer service.  

3. To promote a positive and professional image of Winchester Student Union to its members, 

customers, stakeholders and other external people. 

4. To maintain a flexible approach to duties and hours of work. 

5. To observe the correct line management and reporting procedures at all times. 

6. To observe strict confidentiality. 

7. When on duty, to be of smart appearance and wear the appropriate uniform provided.  Uniform 

must not be worn or must be completely covered, when not working. 

8. No alcoholic drinks may be consumed immediately prior to, or on your shift.  Anyone deemed to 

be under the influence of alcohol will be sent home without pay and may face disciplinary action. 

9. No smoking is allowed on duty. 

10. To fill in your time sheets in an accurate and timely manner - failure to do so may result in non-

payment for some/all of your hours. To notify your line manager at least 48hrs in advance if you are 

unable to meet a particular deadline. 

11. You are required to give one weeks’ notice in writing failure to do so may result in you not receiving 

your final pay. 

12. You are expected to be available to work from the first day through to the final day of each term. 

Failure to do so without suitable mitigating circumstances may constitute a disciplinary act. 

13. To follow the Student Union constitution and other policies at all times. 

14. To undertake any training deemed necessary by your line manager(s). 

15. To undertake any other appropriate duties at the request of your line manager or delegate. 

 



EVENTS TECHNICAL SUPERVISOR: Job Description 
 
TITLE: Events Technical Supervisor 
 
RESPONSIBLE TO:  Events & Marketing Manager  
 
RESPONSIBLE FOR: N/a 
 
CONTRACT: Hourly, £8.06 per hour (inc holiday pay of £0.87pph). 
 
HOURS: 2-10 hours per week, 26 weeks per year (semester time 

only and 2 weeks prior to freshers). Evenings and 
weekends possible. 

 
PLACE OF WORK: Winchester Student Union. 

Also occasional work at other locations. 
 
PURPOSE OF THE POST  
 

To be responsible for all Student Union technical equipment, ensuring it is in fully 
working order, safe and available to use when required. To manage technical 
requirements (and ensure the safe use of equipment) at productions, hires and 
events. To assist with training of staff on technical equipment. To upkeep all 
technical documentation (handbooks, cheat sheets, guides and venue spec & 
equipment lists). 
 
DUTIES 
 
A: Administration 
 

1. To create and keep a log of Winchester Student Union owned, technical 
equipment, noting any maintenance requirements. 

 
2. To monitor consumables such as cable ties, gaffer tape etc, and report to line 

manager when additional requirements/orders needed.  
 

3. To keep up to date with the use, operation and maintenance of all Union 
entertainment equipment. 
 

B: Events/Equipment 
 

1. To be responsible for the security of equipment and back of house areas. 
 

2. To understand and adhere to student union event risk assessments, 
contributing to their creation if requested. 
 

3. To ensure the safe use and operation of entertainment equipment, giving 
practical guidance/training as required. 
 

4. To make basic repairs where practicable and safe to do so. 
 



5. To ensure all equipment, as requested, is available to venue booking clients. 
 

6. To ensure all technical equipment storage areas are kept clean and tidy; 
ensuring equipment is stored in a logical and accessible fashion. 
 

7. To ensure that all equipment is inspected as returned and not damaged after 
use; to keep the equipment log as noted above. 
 

8. To understand the technical requirements of Union events and keep in 
regular contact with your line manager regarding the Union’s expectation of 
what your tasks are for each shift.  
 

9. To assist the venue management team with various aspects of events to 
ensure smooth running of events. 
 

10. To act in the capacity of a Front of House Assistant as required. 
 
C: General 
All Student Union staff are expected to work within the ethos of the SU and strive to 
achieve the following: 
 
1. To work at all times within relevant legislation as well as the structures, policies 

and procedures of the SU. 
 
2. To work co-operatively with other SU staff and officers, as well as relevant 

external organisations. 
 
3. To adhere to the highest standards, especially of customer service and safety. 
 
4. To seek to continually develop and improve SU facilities and services. 
 
5. To keep up-to-date with sector developments, local competition and students 

views/needs, where necessary undertaking market research to generate such 
information. 

 
6. To undertake necessary training and to attend meetings. 
 
7. To promote a positive and professional image of Winchester Student Union to its 

members, customers, stakeholders and other external people. 
 

8. To embrace Winchester Student Union’s Ethical & Environmental ethos. 
 
9. To perform any other reasonable duties as requested by the Bar Manager. 
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