
  

JOB DESCRIPTION 

 

 

 

 

SU PURPOSE: To represent, support and enhance the lives of University of Sheffield 
students 

DEPARTMENT: Advice and Representation 

DEPT PURPOSE: To provide high quality advice and guidance and use our expertise to 
support student representation and drive changes in the student 
experience 

JOB TITLE: Welfare Coordinator 

REPORTING TO: Head of Advice and Representation 

PURPOSE OF 
ROLE: 

To provide specialist support for Officers, committees and student 
groups and other Students’ Union staff on all matters relating to 
student welfare and wellbeing 

IN PARTICULAR: 1. Ensure our representatives, student leaders and members are 
supported, informed and trained in order to effect change and deliver 
services and activities for the benefit of members  
2. Provide specialist advice and deliver policy work and research 

 
3. Deliver campaigns, services and activities in collaboration with 
student leaders, student groups, committees and other Students’ 
Union staff 

 
 

MAIN RESPONSIBILITIES KEY RESULT AREAS 

1.  Ensure our representatives, student leaders and members are supported, informed 
and trained in order to effect change and deliver services and activities for the 
benefit of members 

 
a. Support elected Officers, committees and 
other student leaders to develop and deliver 
engaging and relevant campaigns, services and 
activities in the specialist areas specified for your 
role. 

 Engaging, relevant and 
impactful campaigns 

 
b. Ensure there is effective communication between 

SSU Officers, student leaders, representatives, 
activists and colleagues. 

 Good understanding and 
sharing of information 

 
c. Develop and maintain systems for recording and 

promoting the impact of student involvement, 
activity and representation. 

 Systems developed 

 Information provided 

 Student awareness of impact 



2.  Provide specialist advice and deliver policy work and research 

 
d. Maintain and develop a good knowledge of 

legislation, policy issues, plus local and national 
developments in the appropriate specialist area in 
conjunction with the relevant Senior Adviser(s). 

 Knowledgeable about 
specialist area. 

 
e. Support the work of the Advice & Representation 

Department and student leaders through the 
development of policy and data analysis and 
reports. 

 Other staff supported in their 
areas of work; evidence of 
successful joint working 

 Responses submitted to local, 
national and international 
policy proposals and 
consultations 

 Impact of policy and 
campaigning work 
demonstrated 

 
f. Develop strong relationships between SSU, student 

representatives, the University and external 
partners where appropriate. 

 SSU is recognised for its expert 
input in your area 

3. Deliver campaigns, services and activities in collaboration with student leaders, 
student groups, committees and other Students’ Union staff 

 
g. Work with the relevant Senior Adviser(s) to provide 

expert advice, guidance and support for the 
relevant specialist area and help students develop 
their activity. 

 Students feel supported and 
well briefed 

 High levels of student 
satisfaction with support and 
training 

 
h. Motivate students to engage in campaigns, provide 

new opportunities for involvement and ensure 
activities are accessible.  

 High levels of student 
engagement and satisfaction 

 Wide range of activity 

 
i. Liaise closely with the People Development and 

Student Group Support staff to ensure that student 
leaders receive appropriate training and guidance.  

 Improvement in the quality of 
student leadership 

 
j. Advise on and ensure legal compliance of your 

area’s campaigns, services and activities  
 All activities and services are 

legally compliant 

 
k. Contribute to developing SSU’s standard 

procedures for student groups activity, and advise 
groups especially on participation and safety for 
student-led activities for their members 

 High compliance with safety 
requirements  

 No accidents, near misses or 
insurance  claims 

 Standard approach to 
organising activity is evident 

 
 



4. General Duties 
 

l. Contribute to the positive image of SSU with 
students, University, other stakeholders and staff. 

 High satisfaction responses to 
surveys, NPS, awards etc 

 
m. Work with colleagues to ensure a full effective 

service is provided at all times; provide cover as 
necessary. 

 Maximum availability of 
services 

 Embrace the culture of SSU 
and its values 

 
n. Ensure personal knowledge and skills are updated 

to ensure effectiveness in meeting work 
objectives.   

 Evidence of attendance at 
training events, seminars, 
conferences etc 

 Embrace change and 
development in positive 
manner 

 
o. Such other duties as may be reasonably prescribed 

by SSU, appropriate to the grade and 
responsibilities of this post. 

 Embrace all opportunities in a 
positive manner 

 Willing to use new methods 
and approaches and 
enthusiastic towards changing 
circumstances 

 Staff behaviours are 
demonstrated 

 

 
SSU Staff Behaviours: The following behaviours have been developed in line with our organisational strategy for 
staff to aspire to, and be measured against, as part of their annual performance review and ongoing development: 

 Delivers service excellence 

 Communicates effectively and works as a collaborative team 

 Builds strong working relationships 

 Demonstrates social responsibility, recognises ethical and environmental working and complies with legal 
requirements 

 Creates and maintains a ‘can do’ culture 

 Demonstrates financial awareness and optimises the use of resources 

 Demonstrates creativity and innovation 

 Demonstrates effective decision-making and problem-solving 

 

 

 

 

 

 

 

 

 

 

 

 



PERSON SPECIFICATION 

 

 

KEY: A = Application Form; I = Interview; T = Task; R = References; E = Essential; D = 
Desirable 

 
 

CRITERIA 

E 
/ 
D 

Assessed 
Via 

Specialist Skills:  Current knowledge and understanding of issues and 
policies impacting on student welfare and wellbeing 

E A, I 

 Excellent project management, planning and 
organisational skills 

E A, I 

 Able to plan and deliver training E A, I 

 Understanding of coaching, mentoring and 
student development issues 

D A, I 

 Knowledge and understanding of one or more of the 
other areas of speciality within the Advice & 
Representation Department (academic and 
international) 

D I 

General Skills:  Excellent professional communication skills (verbal 
and written) 

E A, I 

 Self-motivated, able to work independently and use 
own initiative; demonstrates the ability to work under 
pressure and meet deadlines while maintaining 
attention to detail 

E A, I, T 

 Understands and is committed to effective teamwork 
and sharing knowledge both within and between 
teams 

E I 

 Creative and innovative problem-solver E I 

 Able to use IT and digital systems effectively [we use 
both Google and MS Office applications] 

E A 

Experience:  Experience of recruiting, motivating and developing 
volunteers 

E A, I 

 Experience of campaigning E A, I 

 Experience of  policy development with the ability to 
utilise research and other information to produce 
briefings and reports on issues affecting students 

E A, I, T 

 Experience of working with student representatives, 
leaders or volunteers preferably in a higher education 
environment 

E A, I,T 



 Experience of delivering safe events and activities 
with a basic understanding of health and safety issues 

D A 

Attitude:  Commitment to working in line with our Staff 
Behaviours and Service Excellence standards (SEED) 

E I 

 Able to embrace change in a positive manner E I 

 Willing to work flexibly E I 

Qualifications / 
Training: 

 Educated to degree level (or equivalent) E A, R 

 Willing to undertake development related to the role 
or which supports Sheffield Students’ Union (SSU) 
priorities 

E I 

Additional Information 

 
The Advice & Representation Department has recently been created to take forward evidence based 
social policy and campaigning work that will improve the lives of students at the University of Sheffield. 
 
The department comprises of the Student Advice Centre and a team of Coordinators, working together to 
support students individually and collectively around the areas of student welfare, academic life and 
international. 

 
The 2017/18 academic year will see the Department implement a new model for student advice and 
welcome new coordinators to the team to expand our work around student welfare and academic life. 
This is an exciting time of change within the Advice & Representation Department as the Union moves to 
implement its new strategy, with the student experience at its centre. 

 
The Welfare Coordinator is a new role within Sheffield Students’ Union. The post holder will work closely 
with Senior Advisers in relation to policy issues around money, housing and wellbeing, translating this 
work into impactful lobbying and/or campaigns for change. They will also engage student groups and 
committees interested in student welfare and wellbeing to ensure that they have the skills, knowledge 
and resources to achieve their goals, bringing them together where possible to harness the collective 
student voice. 

 
This post has been created as a strategic priority within the Students’ Union’s new strategic plan and the 
post holder will be able to contribute to a number of strategic projects across the organisation. 
 


