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REPRESENTATION 
DEVELOPMENT 
COORDINATOR 
 
Thanks for your interest in Beds SU. We are a fun and professional workplace 
that achieves for and through our students. If appointed, you’ll join a diverse 
and committed team who enjoy working together and love what they do. 
 
Please read this document carefully: it includes the Job Description and 
Person Specification. Together, these outline the duties and the required 
competencies and values needed to perform successfully in post. To be 
considered for interview, we hope your application will demonstrate how your 
skills, experiences and attributes align with the Specification.  
 
Should you wish to apply, please complete our online application before 
the deadline. We accept anonymised CV’s submitted online. 
 
 
Apply via the online application form at www.bedssu.co.uk/apply 
 
The closing date for application is 5pm, Monday 20 January 2020.  
 
When completing an application, please refer to this document, in 
particular the Person Specification, and demonstrate how your 
experience makes you a great fit for this role.  
 
Beds SU is committed to diversity and inclusion 
amongst its staff, reflecting the communities it serves.  
We welcome applications from those from Black, Asian 
and ethnic minority backgrounds, as they are under-
represented at Beds SU. We are an equal opportunities 
employer and welcome applications from all suitably 
qualified persons regardless of their race, sex, disability, 
religion/belief, sexual orientation or age. We are happy to 
discuss any reasonable adjustments individuals may 
require.  

Beds SU 
Campus Centre 

Park Square 
Luton  LU1 3JU 

 
Email: beds.su@beds.ac.uk 

 
Website: www.bedssu.co.uk 



 
 

 
 

JOB DESCRIPTION 
 
Representation Development Coordinator 
 
Salary: £21,000 - £23,170 
Location: Luton Campus (Bedford Campus and Study Centre on occasions) 
Contract length: Full- time, Permanent  
Department: Membership Services 
Working Hours: 37 hours per week* (28 days holiday including Bank Holidays, plus a 
minimum of 13 days additional closure days) 
* Beds SU welcomes applications from those seeking alternative or flexible working arrangements/patterns (e.g. reduced 
hours, term-time arrangements, etc.); such will be considered against business needs as constructively as possible. 
 
 
Overall Purpose 
 
The effective representation of students’ views is vital to an inclusive, rewarding and student-
centred University experience. The Representation Development Coordinator exists to 
bring-about effective representation, by students and for their peers, across the University; 
its purpose is to help student representatives be the best they can be: champions of student 
rights and interests; impactful in creating change on behalf of their fellow students; and vocal 
in bringing student opinion and concerns to the attention of Beds SU, other students and 
decision-makers. 
 
The Representation Development Coordinator works to ensure the consistent 
implementation of the relevant training, procedures and support mechanisms across all 
academic representation systems, and our newly formed Liberation Networks. The 
postholder will act as the first point of call for interested students, current representatives, 
and University colleagues with enquiries around the representation systems and will provide 
excellent customer service across all areas of work. 
 
Passionate about students making change in their courses, communities and lives, they will 
coach students, communicate with them and develop them; for example, the role will design 
and deliver training for representatives to provide students with the key skills required to 
have an impact for their peers in their portfolio of study. The postholder will collect and collate 
feedback from representatives across the institution and throughout the academic year, 
working with our full-time elected Executive Officers to ensure that the student voice is being 
heard at all levels and ensuring the effectiveness of student representation is adequately 
reported internally to engage peers and managers. 
 
 
Duties and Responsibilities 
 
Recruitment 
 
1. Plan, action, communicate, deliver and evaluate election and recruitment exercises to 

successfully fill all student/voluntary vacancies in representative positions at Beds SU, working 
with SU and University colleagues to promote positions and attract students to vacancies. 



 
 

 
 

2. Work in partnership with University colleagues to recruit academic representatives across the 
institution, offering advice, guidance and support to University of Bedfordshire students looking 
to become an Academic Rep or Student Voice Champion, ensuring online content and 
recruitment resources are kept up to date. 

3. Administer online (and occasional offline) elections for representatives, ensuring compliance 
with Beds SU election rules and regulations where applicable. 

4. Maintain accurate, up-to-date records of representative coverage across the institution using the 
Union’s digital representation platform, working with University colleagues to continually improve 
representative coverage. As part of this duty, produce regular reports on the coverage/success 
of nominations/elections for managers and key stakeholders, including uploading to the Union 
website and other platforms as required.  

 
Training 
 
5. Design and deliver relevant and engaging training for elected representatives, both being 

administered online and offline, as part of an ongoing programme to develop representatives 
during their journey as a rep. 

6. Collect, monitor and analyse feedback from training sessions and use feedback alongside the 
roleholder’s own professional development to ensure the continual improvement of the support 
offered. 

7. Maintain accurate records of training attendance and coverage across the institution, working 
with Reps and University colleagues to ensure continual improvement. 

8. Produce coverage of development and training for the Union website and other platforms as 
required. 

9. Contribute to Beds SU’s overall training offer and opportunities for students by delivering 
additional training to students that may enhance their employability. 

10. Design, implement, review and evolve initiatives to reward and recognise students for their 
participation as representatives. This will include, but not be limited to, the maintenance of 
accurate records of representative engagement, and the accreditation of student involvement 
through the Beds SU Student Community Leaders accreditation programmes. 

 
Championing Student Representation, Influencing the Academic Experience 
 
11. Alongside the Student Voice team, offer professional advice, guidance and support to 

representatives throughout their term in office as representatives (this may include – but is not 
limited to – meeting preparation, identifying additional skills training needs, research/evidence 
gathering). 

12. Develop knowledge of issues pertaining to students’ academic experiences and liberation 
politics/issues in Higher Education, engaging in national policy agendas and local policy 
development (in the University) alike, and work with colleagues and elected Officers to affect 
change to the student experience at Bedfordshire and better represent students’ interests. 

13. Coordinate an annual programme of internally and externally sourced additional skills sessions 
(e.g. #UpSkill) to meet the ongoing support and personal development needs of our volunteer 
representatives; collecting, monitoring and analysing feedback from training sessions in order 
to assist the continual improvement of the support offered. 



 
 

 
 

14. Collect, collate and analyse online feedback from representatives and students across the 
institution throughout the year using the Union’s Digital Rep platform; work with colleagues in 
the Advice Service to monitor trends and suggest proactive work through colleagues and 
Officers. 

15. Assess the effectiveness and impact of student representation at the institution, including 
producing coverage of representative wins/changes made for the benefit of our members for the 
Union website and other platforms as required.  

 
Democracy  
 
16. Support the delivery and administration of the Beds SU annual elections as required, working 

alongside the Beds SU Student Voice team to ensure all elections are free, fair and transparent 
as per the democratic values of Beds SU. 

17. Provide administrative support for democratic forums within the Student Voice remit, such as 
Union Parliament. 

 
General 
 
• Work closely with and provide professional support, advice and guidance to elected officer(s); 

the Student Voice/Membership Services teams and other SU colleagues. 
• Keep accurate records to contribute to an annual impact report regarding the work of the Student 

Voice department at Beds SU. 
• Implement relevant objectives and operational action plans to contribute to (and regularly report 

progress towards) the Union’s strategic aims. 
• Assist in the marketing and delivery of Fresher’s Week, end of year awards, and other key 

annual events and activities. 
• Ensure all policies and procedures with regards to external speakers complies with the 

University’s speaker guidelines and data is processed in accordance with regulations. 
• Occasionally work outside normal office hours, including evenings and weekends, to support 

student activities and open days, both within the SU premises and outside. 
 
Personal Development   
 
As an organisation, we are keen to ensure the continuing development of our staff. This position will 
provide ongoing training to ensure skills remain up to date as well as opportunities to seek further 
relevant qualifications. Development needs and aspirations will be discussed on a case by case 
basis.   
 
  
Our Green Impact   
 
All employees at Beds SU are asked to support the Union’s ongoing efforts to improve day to day 
sustainability practices both internally and in all work undertaken with our stakeholders. This includes 
– but is not limited to – ethical sourcing, resource and waste management, highlighting potential 
environmental impacts of planned activities, and reducing the carbon footprint of business mileage.  
 
  



 
 

 
 

PERSON SPECIFICATION  
 
Representation Development Coordinator 
 
Attributes Requirements: Evidence 

/Identified: 
Knowledge & 
Experience  

Relevant experience providing effective administrative support 
 
Experience of working in successful partnerships with a range of 
stakeholders 
 
Experience of creating and/or facilitating training sessions 
 
Understanding of the UK Higher Education system and key 
issues/agendas affecting students 
 
Understanding of key liberation groups and how systemic oppression 
affects them 

Application  
 
Application/ 
Interview 
 
Application/ 
Interview 
Application/ 
Interview  
 
Application/ 
Interview 

Skills Excellent customer service skills, ability to communicate with a 
diverse range of members  
 
Excellent presentation skills, both verbal and written  
 
Excellent organisational skills, ability to self-manage both regular 
and ad-hoc tasks 
 
Ability to lead projects as well as work as part of a team, confidence 
to use initiative to develop solutions and drive project forward  

Application  
 
 
Application 
/Interview  
Application/ 
Interview  
 
Application/ 
Interview 

Personal 
Qualities 

A proactive approach to the working environment  
 
Strong communication skills 
 
Strong analytical skills  
 
Commitment to continued professional development 
 
Ability to be creative and support the development of ideas 
 
Ability to identify and implement improvements in all projects 
 
Able to contribute to driving continuous improvement 
 
Commitment to the organisation’s strategic direction 
 
Passionate about Higher Education and the value of student 
representation in improving student outcomes 

Interview 
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