Job Description: Professional Service Positions

	Faculty/Directorate/Service Area:
	Student Life

	Job Title:
	Wellbeing and Disability Service Assistant

	Department/Subject:
	Wellbeing and Disability Service

	Salary:
	Grade 4
£23,881-£25,733 per annum (pro-rata if part time) together with NEST pension benefits.

	Hours of work:
	Part-time (28 hours per week)

	Number of positions:
	1

	Contract:
	Fixed Term until 30th June 2026

	Location:
	This position will be based at the Singleton Campus but there may be a requirement to work on Bay Campus, Carmarthen Campus or remotely



	














Main Purpose of Post
	· Provide the first point of contact for the diverse range of students and visitors who visit or contact the Service by telephone or email.
· Deal with a wide range of general and specific face-to-face, telephone and email enquiries in a professional, efficient and caring manner.
· Direct people to appropriate sources of information or specialist advice.
· To book appointments when required using Microsoft Outlook and Customer Resource Management (CRM Microsoft Dynamics).
· Maintain effective systems for recording reception enquiries and action taken in line with Service policy and procedures.
· Ensure the waiting room area is kept tidy and the portfolio of books, journals and information booklets are maintained.
· Undertake clerical and administration work including typing, filing, photocopying and data entry using CRM Microsoft Dynamics, SharePoint and ABW.
· To provide administrative support and assistance to the Wellbeing and Disability Service teams, liaising with internal and external stakeholders as appropriate.
· To oversee the appointment and record-keeping systems, reviewing and developing systems where necessary.
· To maintain and develop service databases (adding staff and running queries) and administrative systems for appointments (including referrals to external services), statistics, and record-keeping.
· To administer the financial systems (ordering/invoicing/purchase card), within the Service, using ABW and liaise with the Finance Department, assisting the Services Managers to monitor financial performance against budget.
· To liaise with suppliers for quotations, queries and delivery of goods and services.
· To monitor work priorities on a continual basis, constantly assessing the importance and urgency of matters and dealing with both in a timely fashion.
· Assist with the promotion of the service, including organising promotional material, and coordinating service communication to staff and students.
· To undertake filing, maintaining accurate lists of files and archiving as and when necessary supporting with Freedom of Information requests.

	General Duties
	· To fully engage with the University’s Performance Enabling and Welsh language policies
· To promote equality and diversity in working practices and to maintain positive working relationships.
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	· To lead on the continual improvement of health and safety performance through a good understanding of the risk profile and the development of a positive health and safety culture.
· Any other duties as agreed by the Faculty / Directorate / Service Area.
· To ensure that risk management is an integral part of your day to day activities to ensure working practices are compliant with the University's Risk Management Policy.

	







Professional Services Values
	All Professional Services areas at Swansea University operate to a defined set of Core Values - Professional Services Values and it is an expectation that everyone is able to demonstrate a commitment to these values from the point of application through to the day to day delivery of their roles. Commitment to our values at Swansea University supports us in promoting equality and valuing diversity to utilise all the talent that we have. We are Professional
We take pride in applying our knowledge, skills, creativity, integrity and judgement to deliver innovative, effective, efficient services and solutions of excellent quality.

We Work Together
We take pride in working in a proactive, collaborative environment of equality, trust, respect, co-operation and challenge to deliver services that strive to exceed the needs and expectations of customers.
We Care
We take responsibility for listening, understanding and responding flexibly to our students, colleagues, external partners and the public so that every contact they have with us is a personalised and positive experience.
Commitment to our values at Swansea University supports us in promoting equality and valuing diversity to utilise all the talent that we have.

	









Person Specification
	Essential Criteria:

Values:
· Demonstrable evidence of taking pride in delivering professional services and solutions
· Ability to work together in an environment of equality, trust and respect to deliver services that strive to exceed the needs and expectations of customers.
· Demonstrable evidence of providing a caring approach to all of your customers ensuring a personalised and positive experience

Qualification:
· Sound basic education. Equivalent of 5 GCSEs incl minimum of Grade ‘C’ in Maths and English.

Experience:
· Significant experience of working in a busy and often pressured office in a customer facing role.
· Finance or accounting experience, preferably knowledge of the ABW system (or similar), and experience of negotiating with suppliers.

Knowledge and Skills:
· Ability to communicate effectively with a diverse range of people at all levels and through all mediums.
· The ability to work with students who may be very distressed.
· Excellent IT skills, including fluency in all Microsoft Office Packages (Word, Excel, Access, PowerPoint and in particular Outlook), along with the ability to learn new programmes such as CRM (Microsoft Dynamics). 
· Attention to detail and the ability to work accurately, at speed and within tight deadlines.
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	· Evidence of excellent time management and organisational skills, clearly demonstrating the ability to plan and prioritise a number of conflicting tasks.
· The ability to take appropriate responsibility, work independently and to be relied upon as a strong member of a busy team.
· The ability to work confidentially with sensitive information.

Desirable Criteria:
· Ability to communicate in Welsh.
· Experience of administrative work in Higher Education, preferably with student facing experience.
· Willingness to undertake training as necessary.
· Experience with CRM systems.


	

Welsh Language Level
	Level 1 – ‘a little’ - pronounce Welsh words. Able to answer the phone in Welsh (good morning / afternoon). Able to use very basic every-day words and phrases (thank you, please etc.). Level 1 can be reached by completing a one-hour training course.
For more information about the Welsh Language Levels please refer to the Welsh Language Skills Assessment web page, which is available here.

	Additional Information
	A satisfactory DBS certificate must be provided before a start date can be confirmed.

Informal enquiries can be directed to:
Danielle Gummer, Wellbeing and Disability Support Coordinator: d.m.gummer@swansea.ac.uk
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