
SECTION 1:  ROLE DESCRIPTION 

 

 

 

UNIVERSITY OF SALFORD STUDENTS’ UNION 
 
Job description: Student Staff – Info Point 

 
 

Job title:  Student Staff – Info Point  

Responsible to:  Performance and Impact Co ordinator  

Responsible for: None 

Purpose of the post: To work as part of a team dedicated to providing a quality service and  

experience for customers to Info Point 

Main duties and responsibilities: 

1. To provide high level of customer service and standards 
 
2. To answer the main switchboard to screen and direct calls. 

 
3. To meet, greet and signpost students, staff and visitors to departments within the Students’ 

Union, University and if necessary externally 
4. To deal with enquiries from students, staff and visitors and provide the relevant information 

and advice 
5. To ensure knowledge of key aspects of the Students’ Union, University and where necessary 

external organizations is up to date in order to provide information to callers, students, 
visitors and staff. 

6. To respond to email enquiries for various aspects of the organization 
7. To schedule appointments for students and visitors for relevant services of the Students’ 

Union 
8. To provide a booking service for use of and participation in Students’ Union facilities and 

events 

9. To undertake such additional duties as required by the Performance and Impact Coordinator 
from time to time. 

10. Be responsible for the completion of additional tasks relating to your role upon request by 
the Performance and Impact Coordinator 

 
 
 
 
 
 
 
 
 
 



 
 

SECTION 2:  PERSON SPECIFICATION 
 

 E D Tested 
by 

Qualifications and Experience 

 

University of Salford Student  x  A 

Previous customer experience  x A/I 

Skills and Abilities 

Excellent interpersonal and communication skills  x  A/I 

Ability to manage tasks and priorities x  A/I 

Ability to work in a team and form positive relationships with colleagues x  I 

Self-motivated and self-reliant x  I 

Excellent customer service skills  X  A/I 

Knowledge and Understanding 

A understanding of Students’ Unions  X A 

An understanding of customer service standards 
 

 x A/I 

Values and personal qualities 

Desire to work within a democratic student led environment. X  A/ I 

Understanding and commitment to equal opportunities. X  A/I 

Desire to work within an organization servicing a culturally diverse 
membership. 

X  A/I 

Committed, positive, outgoing and approachable with a ‘can do’ attitude. X  A 

Demonstrably high standards of personal integrity. X  I 

Motivated to deliver success X  I 

 


