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University of Huddersfield Students’ Union
Queensgate
Huddersfield

HD1 3DH
Tel: 01484 473 555

Fax: 01484 432 333

Dear Candidate,

It’s great that you are interested in joining our team at Huddersfield Students’ Union. 

If you haven’t experienced working in a students’ union you will find it a really stimulating and 
vibrant place to be, and you will be part of an independent charity whose role is to ensure the 
20,000 students at the University of Huddersfield have the best possible experience they can.

We are looking to recruit a new Participation Manager to lead our Activities Department as the 
staff member holding the post has secured a senior role at another University.  

As the Participation Manager you will be responsible for leading the delivery of a diverse 
programme of activities across our Sports Clubs, General Societies and Academic Societies, 
managing a team of permanent staff, placement students and casual student staff. The 
Participation Manager will set clear performance indicators, manage budgets and effectively 
promote opportunities to all students. 

The successful candidate will also play an important role in continuing the development of 
our Academic Societies by generating genuine engagement with students and deepening 
relationships with key University staff. 

The following pages contain a summary of the principal terms and conditions, key dates in the 
recruitment process and some information about the Students’ Union.  Please check you have 
downloaded everything you need to complete your application and return it electronically.

If you would like to have an informal chat about this opportunity please contact Rae Ellis at 
r.ellis4@hud.ac.uk.

Good luck with your application and I look forward to meeting you.

Best wishes,

Matt Short
Head of Operations
01484 473453
matthew.short@hud.ac.uk 

mailto:r.ellis4%40hud.ac.uk?subject=
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To put it simply we are a charity based on campus, led by students for students; which exists to make student life 
better. Although we work closely with the University, we’re a completely independent organisation. This means we’re 
100% focused on representing our members, the 20,000+ students at the University of Huddersfield. 

Our home, Student Central

OUR VALUES
Everything we do is inclusive, engaging, empowering and delivered with integrity.

OUR COMMITMENT TO QUALITY
We are committed to continuous improvement and supported quality programmes. Our current accreditations include:

We are an inclusive place to work and offer our staff many training and development opportunities including training 
on diversity and mental health first aid.

OUR MISSION IS TO MAKE STUDENT LIFE BETTER

WHO ARE WE?

A BIT ABOUT US
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Based at the heart of campus, on Floor 5 of Student Central, we run a variety of 
services for students including: 

SU Shop; which not only sells all the student essentials but employs a large number 
of student staff.

Advice Centre; where we provide year-long support and advice on just about everything.

HudLets; our own lettings agency where students can compare all the halls and private houses in one 
place, safe in the knowledge that the landlords are carefully vetted by our staff.

As we are a registered charity there are no shareholders, only members; any surplus made from our 
trading operations goes towards providing services for our students.

A BIT ABOUT US

Sports Clubs and Societies are also a large part of what we’re about, run by students 
and supported by us, we currently have around 100 Sports Clubs and Societies ranging 
from Ultimate Frisbee to a Harry Potter Society!

SUPPORT WE OFFER
We also support our members to develop skills and gain experience through the volunteering opportunities 
we offer, campaigning we support and representation through things like our Academic Rep programme, 
Liberation groups and BAME (Black, Asian, Minority, Ethnic) Ambassador Scheme. 

We’re run by a Student Officer team, made up of four students who have been elected 
by the student body. They form half of the Board of Trustees and are accountable to our 
members. 

WHAT WE DO

OUR SERVICES

01.

Everyone knows Freshers’, but we’re so much more than that. We run a calender of events that grows each 
year wih events like Bonfire Night, Give It A Go taster sessions and trips to local and national attractions.

EVENTS WE RUN

02.

03.



4A BIT ABOUT US

KPI - 100% of representative student sample agree that we have helped them grow and develop and 
improved their future prospects.

MEASURE - Every year we will add a 1% representative group of students to our longitundinal study to 
demonstrate the positive impact HSU has on the 7 identified life skills.

OUR STRATEGY
THE HSU VISION
By 2025 all Huddersfield students will agree that we can help them develop the life skills they 
need to make and shape their future.

KPIs - Year on year growth in student engagement measured through connections, communities and change.
Top quartile in the National Student Survey Q26 and other national student experience surveys identified 
by the University.

MEASURE - The HSU Community Engagement database will measure unique student interactions with the 
Students' Union and track engagement by level and student characteristics.

THE HSU MISSION
To make student life better
We will work together to create personal connections, inclusive communities and meaningful 

AIM 1 AIM 2 AIM 3
All students will connect with us in the best way for 
them, they will understand our services and know 

we are there if they need us.

60% of students will be an active member of the 
HSU community, developing their personal skills 

and co creating activities.

20% of students will lead and create change by 
becoming leaders within HSU, the University, 

and local and global communities.

WHY?
Over 80% of students come to Huddersfield 
University to make new friends, meet new people 

and have a sense of belonging. 
50% are worried about money, 37% about their 

mental health and 36% being lonely.

WHY?
71% of students want to do more with their free 

time. 
Over 90% say improving career prospects and 
growing and developing as a person are the most 

important
things.

WHY?
91% of students think it is important to have a 
sense of accomplishment and make a lasting 

contribution in life.
67% of students come to university because they 
want to change the world around them for the 

better. *

KPI 2018 - 2020
10% year on year growth in unique interactions

20% year on year growth with underrepresented 
student groups

KPI 2018 - 2020
10% year on year growth in unique interactions

15% year on year growth with underrepresented 
student groups

KPI 2018 - 2020
3% year on year growth in unique interactions

6% year on year growth with underrepresented 
student groups

ACTIONS ACTIONS ACTIONS
1. Deliver a new welcome and events strategy that 
reaches all students before they arrive, adapts to 
year round enrolment and is tailored for different 

student groups.

2. Establish new HSU spaces in each of the schools 
and create a regular schools outreach

programme.

3. Create targeted communications that supports 
integration and a sense of belonging. 

4. Develop the elections into a more includive 
experience that links with wider democratic 

understanding.

1. Give every student the opportunity to join and 
take part in an academic society.

2. Establish new partnerships and support networks 
where students live, from contacts in every Hall to 
volunteering projects in commuter communities.

3. Lobby for more mental health resources on 
campus and increase peer to peer support in 

wellbeing and academic issues.

4. Identify new social spaces on campus or in the 
local community to support increasing levels of 

student engagement.

1. Support the BAME Ambassador project and 
new Liberation groups to become sustainable 
groups that have an impact on a national and 

local level.

2. Develop new opportunities in agile working 
and service design focused on quick and 
seamless responses to students by HSU, the 

University and the wider community.

3. Develop a new version of the Inspiring Future 
Leaders programme that increases the number 

of students empowered to create change.

 *figures taken from the HSU and Alterline segmentation research in 2016, 1,400 respondents.
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Working in the SU is one of the most 
schamazing experiences! Providing 

opportunities for students is one of the most 
privileged and rewarding aspects of our 

position. Not one day is the same, and you 
meet an array of people, from all over the 

world.

Officer Team

Working in the SU’s finance department is great. There 
is such a friendly and vibrant environment across the 

organisation where people care about you and not just 
the numbers.

Finance Team

Working for the Students’ Union has been 
everything I had hoped for. The variety 

of projects and opportunities have given 
me the confidence to learn new skills and 

develop on current ones.

Marketing Team

The best thing about working at 
Huddersfield SU is the people. The staff 

team is supportive, caring and most 
importantly fun.

Activites Team

I thoroughly enjoy working for Huddersfield SU 
every day. It’s such a dynamic environment and 

the work that we do for students at the University 
of Huddersfield feels so important in making their 
lives better. There is an amazing work ethos, great 
personal development opportunities and you really 

feel part of a supported team.

Student Voice Team

It’s great working for a Students’ Union that 
not only prides itself on offering a high quality, 

professional and innovative service, but one 
that places students at the heart of what we do. 

Knowing that our person-centred and valued 
support has a positive impact on the lives of our 

students makes it all worthwhile!

Advice Team

The SU is a fun, friendly place to 
work. It has a nice environment and lots of 

friendly staff.

HudLets
After being at the SU for nearly 10 years 

one of the best things about working here 
is the freedom to be creative. From creative 
thinking to creative delivery, the ideas and 
opportunities always keep me on my toes!

Senior Management Team (SMT)
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5th February 2019
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Your application is very important as only the information you provide will be used in deciding whether 
or not you will be shortlisted for interview. The following advice is designed to help you complete it as 
effectively as possible. This is part of our commitment to ensuring equal opportunities for job applicants.

PLANNING YOUR APPLICATION
Before submitting your application, read over the job specification so you know what we are looking for, 
what working for the Students’ Union involves and the range of expertise required for the position. 

USING THE PERSON SPECIFICATION
The Person Specification is the list of criteria or requirements required for the post. To be shortlisted 
you have to fulfil each of the essential points marked ‘Application’, demonstrating your abilities by giving 
examples. 

The strongest applications will detail with examples how candidates meet all of the criteria, including 
drawing on previous experiences and transferable skills. Remember that voluntary work or work at home 
can be as valuable as paid employment. 

COMPLETING YOUR APPLICATION

To apply send a recent copy of 
your CV and a covering letter, 
no greater than two a4 pages, 
setting out how your experience 
equips you for the role of 
Participation Manager and how 
you meet our requirements. 

Submit your completed 
application by the deadline 
as stated, remember to keep 
a copy for reference. We 
prefer to receive applications 
electronically, however we 
will consider hand written 
applications in black ink. 

Please also complete and 
return the Equal Opportunities 
Monitoring Form. Please note 
that applications received after 
the closing date will not be 
considered.

01. 02. 03.

SHORTLISTING
After the closing date, all applications are read very carefully by the Selection Panel.  Applicants who meet 
the requirements for the role are shortlisted for interview. 

LIKE WHAT YOU’VE READ SO FAR?
HERE’S THE SERIOUS BIT...

https://www.huddersfield.su/resources/equal-ops-form-bc8d
https://www.huddersfield.su/resources/equal-ops-form-bc8d
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INTERVIEWS
The Selection Panel will be made up of up to four members of staff who ask similar questions of each 
candidate covering the Person Specification criteria. The questions are intended to allow you to expand on 
your application and to show the Panel how far you meet the requirements of the post.

1. Shortlisted candidates may be asked to complete a task either at or before the interview (this will be 
outlined in your invitation to interview). 

2. You will have the opportunity to ask questions about the post, conditions of service etc. 

3. Panel members take notes to record of their assessment of each candidate so that the reasons for their 
decisions are clear, consistent and justifiable. 

4. If you are not able to attend the interview, we cannot guarantee that an alternative date will be offered. 
The Panel will consider requests for alternative dates as they arise.

JOB DESCRIPTION & PERSON SPECIFICATION

PURPOSE OF THE POST

Job Description: Participation Manager

Department: Student Activities

Responsible to: Head of Operations

Place of work: Queensgate Campus

Grade & Salary: Grade 6 (£24,820 - £28,782)

Hours of work: 37.5 hours per week

To develop and manage 100+ academic and general interest Societies and Sports Clubs by providing a 
diverse programme of opportunities for students to participate in. 

The role will lead a team of staff, manage budgets and train and support student leaders to deliver activities.

Sunday 27th January at Midnight 5th February 2019

APPLICATION DEADLINE: INTERVIEW DATE:

HSU VISION
To support all students in developing the life skills they need to make and shape their future.
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Core responsibilities Standards of Performance

Service Planning, 
Development & 
Management

• Development, delivery and monitoring of operating plans, project plans and 
budgets linked to the central Strategic Plan.

• Lead innovation and change in response to student needs.
• Provide support for elected Officers in line with their agreed annual objectives.

Support & Development 
of Sports Clubs and 
Societies

• Manage the general coordination of student sports clubs and societies to secure 
their development and growth.

• Lead the provision of developmental, administrative and logistical support for 
student sports clubs and societies.

• Promote current participation opportunities to students and encourage, support 
and assist in the development of new ideas. 

• Design and implement a framework of safe practice for participation, maintaining 
proper records as required.

• Develop and deliver training for student leaders and volunteers.

Support the 
communications of all 
opportunities.

• Support the creation of website and social media content to promote all 
opportunities.  

• Deliver effective and appropriate online systems for tracking participation.
• Provide effective liaison and communication with other key members of staff.

External Relationship 
Management

• To be responsible for the relationship management of a number of key 
relationships, including the University Sports Department, University Staff and 
other Students’ Unions.

• To lead the development of other relationships with organisations in pursuit of the 
relevant themes in the Students’ Union Strategic Plan.

Finance & Administration • Accurate and efficient administration and financial management in line with 
policies and procedures

• Draft, manage and control the Student Activities Budget as directed by the Head of 
Operations.

• Coordinate the effectiveness of meetings that distribute grant funding to sports 
clubs and societies in a fair and transparent manner. 

Staffing, Development & 
Training

• Effective line management of the Engagement Coordinator’s, Sports Development 
Coordinator, Activities Assistant and Student Staff. 

• Ensure the effective recruitment, selection, induction/training and line 
management of department & project staff.

• Lead staff to deliver great customer service & quality.

Monitoring & Evaluation • Monitor performance of participation in line with agreed KPIs and manage 
engagement data.

• Provide summaries and reports for Students’ Union committees as required.

Other Duties and General 
Responsibilities

• Work in a manner, which reflects the values of the organisation as shown in the 
Union’s Constitution, policies and Strategic Plan.

• Act in accordance with the personnel policies and procedures as approved by the 
Board and Sub-Committees of the Union including Health and Safety Procedures. 

• Act always in accordance with the financial regulations of the Union as outlined in 
the Constitution and detailed in the Financial Procedures Manual.

• Carry out duties with due regard to the HSU Equal Opportunities Policy at all 
times.

• Undertake such other duties as may reasonably be expected given the 
incumbent’s qualifications, experience and grade.

• Contribute to the positive image of the Union with students, the University & 
community.

• Attend and provide reports to appropriate meetings as and when required by the 
Union.

• Carry out the above duties at other sites of the University as necessary.

JOB DESCRIPTION & PERSON SPECIFICATION
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Requirements: 
(E) Essential
(D) Desirable

Measured by: 
(A) Application
(P) Presentation
(I) Interview
(D) Documentation

Qualifications, Training And Experience

Educated to Degree Level and/or holding relevant 
qualification or experience

D A/D

Experience of leading a team to produce clear results 
against set targets

E A/I

Experience of managing large scale participation 
activities and events

E A/I/P

Experience of devising processes to monitor and analyse 
participation levels and collecting and analysing data

E A/I/P

Experience of devising, delivering and evaluating training E A/I

Experience of working with people on volunteer-led 
activities

D A/I

Experience of working (paid or voluntary) in a 
democratic environment with elected officers

D A/I

Skills, Knowledge and Ability

Able to establish strong working relationships with 
a wide range of individuals both internal to the 
organisation and externally

E AI

Able to manage across different service areas, changing 
style, tone and approach as required

E A/I

Able to manage budgets and control expenditure within 
agreed limits

E A/I

Able to prepare high quality policies, procedures and 
reports as required

E A/D

An understanding of health and safety issues (including 
relevant legislation) in an events environment

D A/I

An understanding of participation and engagement 
issues in the Higher Education and/or voluntary sector(s)

D A/I/P

Skills, Knowledge and Ability

Positive about working in member-led charity ad 
passionate about supporting the personal development 
of others

E A/II

A constructive and co-operative approach to solving 
problems

E A/I

A commitment to the principles and practices of equality, 
inclusivity and diversity

E A/I

A positive attitude and a flexible, proactive approach to 
project management

E A/I

Eligable to work in UK E D

Full clean driving licence

JOB DESCRIPTION & PERSON SPECIFICATION

DOES THIS SOUND LIKE YOU?
APPLICATIONS CLOSE SOON SO GET YOUR SKATES ON.


