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SOCIETIES 
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 
 
Societies 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 Societies Development Coordinator role exists to create and direct a vibrant, buzzing 
community of student-friendly activities, led and directed by students, that provide 
opportunities to our members to come together around shared interests. The purpose of the 
role is to organise, administer, promote and develop student societies at the University of 
Bedfordshire. 
 
Students create societies to foster connections with like-minded peers: to socialise, have 
fun and make friends; to support each other and to share in knowledge or practice; to 
collectivise over mutual topics or issues; or, to gain experience or learn something new. 
Societies can be sports-related, political, cultural, leisure, issue-based, faith-based, related 
to their course or simply social – most things go! 
 
The Societies Development Coordinator will work to make ‘creating’ and ‘joining’ a society 
as easy as possible for students. They will work to develop student leaders during their 
volunteering experience, ensuring that student organisers focus on member benefit in their 
work, that policies are adhered to and that activities are safe and well-managed. They will 
constantly seek new ways to involve more students, and support students to get the most 
out of their extra-curricular engagement, enhancing skills and contributing to their wellbeing. 
They will also work to recognise and reward students who participate and give their time 
and energies for the benefit of their peers. 
 
This role offers an exciting opportunity for a self-motivated, organised person interested in 
supporting the development of student-led groups and associated projects, activities and 
events. Based within the Membership Services team, this person will provide excellent 
customer service to our members and work with them and other Union departments to help 
them achieve their aims and objectives. This post is to play a central role in training newly 
elected committee members in order to ensure the consistent implementation of the relevant 
policies and procedures of the Union.  
 
 
 



 
 

 
 

Duties and Responsibilities 
 
The role is required to perform the following duties in post. 
 
Training and Development 
 
 

1. To provide initial and ongoing support for Beds SU’s society committees throughout 
the year to meet their society aims, objectives, and any relevant development plans 
for the benefit of their paying members. 

2. To develop society leaders and volunteers by way of enhancing skills and ensuring 
societies operate in compliance with Beds SU rules and procedures, such will include 
the designing and delivering of training sessions to develop committee members’ 
understanding of procedures as well as supporting development of additional skills 
to aid employability. 

3. To ensure society committees manage their societies effectively, including society 
finances, by following procedures and accounting for all expenditure of societies’ 
funds in consultation with the membership, relevant elected officer(s) and within 
budget. 

4. To monitor administrative systems required by Beds SU, including health and safety 
procedures for society activities, equipment and inclusion; such will include (but not 
be limited to) the authorisation of trips, activity leaders, activity registration, audits 
and monitoring of equipment purchased and used by societies, assist societies in 
storage and safe use of this equipment. 

 
Democracy 
 

1. To administer annual society and sports committee elections through the online 
platform alongside colleagues (internal and external) to ensure all societies and 
sports clubs run free, fair and transparent elections for all committee positions as per 
the democratic values of Beds SU. 

2. To ensure all societies produce and maintain the relevant governing documents, 
follow SU procedures relating to accountability and democracy. 

3. To facilitate and manage societies’ and sports’ democratic forums in collaboration 
with the wider Membership Services team and University of Bedfordshire Sports 
Department to ensure that committee members may develop, debate and vote upon 
policies specific to their area of engagement within the Union; 

4. To assist in the promotion and delivery of the Union’s annual election timetable. 

 
 
 
 



 
 

 
 

Communication  
 

1. To work alongside the Marketing and Communications team to deliver engaging, 
current content across a range of communication channels to both society members 
and the wider student population. 

2. To support and help implement the Union’s strategies, plans and policies.  
3. To monitor and record participation, engagement and success stories/impact to 

contribute to the Union’s annual impact report; and to also evaluate strengths, 
weaknesses, successes and failures honestly and accurately in order to improve, 
learn and evolve a high quality extra-curricular/employability provision for students. 

4. To assist in the promotion and delivery of key Union events such as Welcome Week 
activities and end of year awards and, in particular to take a leading organising role 
in the delivery of annual events to recognise student volunteers and societies and in 
organising student volunteers/helpers during Welcome Week. 

Working with Stakeholders and advancing Beds SU Mission and Strategy 
 
 

1. To actively work to over-arching plans within the organisation and ensure they 
influence the priorities of the post and the activities offered to students; and to 
actively, and consistently, review practices and student participation to inform actions 
that constantly seek wider student involvement in societies and Beds SU activities. 

2. To maintain a collaborative working relationship with elected officials of Beds SU (in 
particular the Vice President Union Development), SU colleagues and staff within the 
University’s professional services and academic departments. 

3. To support student groups in developing and maintaining collaborative working 
relationships with external third parties and other societies, where appropriate. 

 
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.  
 
  



 
 

 
 

PERSON SPECIFICATION 
 
Societies Development Coordinator  
 
Attributes Requirements: Evidence 

/Identified: 
Knowledge & 
Experience  

Relevant experience providing effective administrative support 
  
Experience of coordinating activities and events, particularly in 
regard to health and safety considerations 
 
Experience of monitoring and managing budgets  
 
Experience of working in successful partnerships with a range of 
stakeholders 
 

Application  
 
Application  
 
 
Application  
 
Application  

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 

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

 
 
 
 


