
 

JOB DESCRIPTION 

 

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

DEPARTMENT: Marketing 

DEPT PURPOSE: To contribute to the overall success of Sheffield Students’ Union (SSU) by supporting 
all areas of SSU, including committees, by developing and implementing full 
marketing plans for all areas of the organisation. 

JOB TITLE: Intro Ambassador 

REPORTING TO: Phoebe Clark, Marketing Coordinator 

PURPOSE OF ROLE: Support the Marketing Department in the delivery of Intro Week events and activity. 

 

IN PARTICULAR: 1. Provide a warm, friendly welcome to new students and their families 
and the University and Sheffield. 

 2. Introduce the Students’ Union and how it benefits student life, including 
key services, events, and activities. 

 3. Reassure students who might feel anxious about starting University and 
signpost them to further support if necessary. 

 
 

 MAIN RESPONSIBILITIES KEY RESULT AREAS 

Provide a warm, friendly welcome to new students and their families and the University and 
Sheffield. 

 For new students and visitors across various locations:  

  Actively meet and greet, and initiate conversations 
that both inform and make them feel at ease 

High ambassador satisfaction in Intro survey 
responses 

 Be knowledgeable about Intro processes, events, and 
locations, and be able to answer questions as direct as 
required 

Be able to answer questions regarding Intro 
process or events effectively 
Be able to guide visitors to requested 
destination effectively 

 Represent the Students’ Union and University to a 
high, professional standard at all times 

Ambassador guidelines adhered to at all times 

 Help set up welcome material across campus Materials set up as on time as per instructions 

Introduce the Students’ Union and how it benefits student life, including key services, events, and 
activities. 

 Explain to new students the role, strategy, and 
benefits of the Students’ Union, including the SU 
Officer roles 

High understanding of SU in Intro survey 
responses 

 Be knowledgeable about the Intro programme of 
events and activities 

High awareness of Intro events and activities 
through Intro survey responses 



 

 Be knowledgable about the layout of the SU building Be able to guide visitors to requested 
destination effectively  

 Articulate key messages to new students as directed Key messages discussed with students each 
day 

 Encourage sign up to social media channels Increase in followers across social media 
platforms 

 Help to organise and run specific Intro events as 
required 

Event measures are met 

 Help to record attendance of events, and SU building Accurate measurement of footfall recorded 
when required 

Reassure students who might feel anxious about starting University and signpost them to further 
support if necessary. 

 Be knowledgeable about key wellbeing and welfare 
messages 

Key wellbeing messages discussed with 
students each day 
High awareness of support services in Intro 
survey responses 

 Be able to reassure anxious students with informative 
and supportive conversations 

Low anxiety / high support reflected in Intro 
survey responses 

 Identify vulnerable students and be able to calm and 
effectively signpost them to help 

Effective and timely signposting of students to 
support services 

7. General Duties 

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

High satisfaction responses to Intro survey 

b)  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. 

c)  Ensure personal knowledge and skills are updated to 
ensure effectiveness in meeting work objectives.   

Attendance of training and signing of 
guidelines 

d)  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. 
Enthusiastic towards changing circumstances. 
Staff behaviours are demonstrated. 
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PERSON SPECIFICATION 

 
 

KEY: A = Application Form; I = Interview; R = References; X = Exercise; E = Essential; D = Desirable 
 

 
CRITERIA E / D 

Assessed 
Via 

Skills & 
Knowledge:  

Outstanding customer service and people skills E  

Good understanding of Sheffield Students’ Union E  

Good understanding of the University of Sheffield E  

Aptitudes: Excellent verbal communication E  

Always professional in conduct and appearance E  

Works as a team player E  

Can use own initiative to solve problems E  

Excellent timekeeping E  

Highly personable with an interest in others E  

Empathic listener, able to effectively help anxious /emotional students  E  

Experience: Personal experience of using /involvement in the SU (through societies, 
outlet/venues use, representation) 

E  

Experience in a front facing customer service role D  

Personal 
qualities:  

Outgoing yet friendly and approachable manner E  

Confident, highly motivated, and enthusiastic E  

Commitment to high standards of work and customer care E  

Positive and flexible approach to working hours and varying tasks given E  

Additional 
requirements: 

Must be a current University of Sheffield student or graduating in 
summer 2017 

E  

Must be available to work at least 5 of the following days from Monday 
11th to Friday 22nd September 2017.  

E  

Must be available for training on Thursday 7th and Friday 8th September 
2017. 

E  

 Some heavy lifting may be required at times D  
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