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SUSU’s vision is that: Every student loves their time at Southampton. We exist to: 
 Help Students find friendship groups 
 Help students complete their degree programmes 
 Give students a voice in the University and wider community 

 
Your role is contributing towards achievement of this vision is described below: 
 
Main Purpose of Role: 

1)  Act as the main staff support for Sports Club committees and relevant student 
volunteers around health & safety and club development.  

2)  To work in conjunction with activities team colleagues to administer and develop 
SUSU’s Team Southampton sports programme, providing sporting opportunities for 
a wide range of students.   

3)  To contribute to and develop the wider work of the Activities Team and Students’ 
Union 

Responsible to: Head of Activities 
Responsible for: N/A 
Grade: 3 
 

Main Duties of the Role 

Act as the main staff support for Sports Club committees and relevant student volunteers around 
health & safety and club development.  

  Work with sports clubs to support the development and implementation of risk 
management processes, ensuring they are adhered to. 

  Ensure that all activities are delivered safely and in line with SUSU procedures including 
trips, tours and event processes, complaints and disciplinaries. 

  Ensure all accidents and incidents are correctly reported in accordance with 
SUSU/University guidelines, and help the club with trend analysis of near misses and 
accidents 

  Review operational processes in a timely manner, in line with any governance or policy 
change within the organisation 

  Work with sports clubs to promote and develop their activities to students and investigate 
future opportunities for club activity and growth. 

  Operational responsibility for administrating and safety of the sports storage, ensuring 
spaces are safe for student use. 

  Identify, and with support of line manager & business development manager, apply for 
external funding opportunities that will increase our support for sport in partnership with 
clubs and elected officers. 
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  Work to identify and address the training needs of Team Southampton sports teams 
  Develop a robust process for identifying and safety-checking all equipment, ensuring clubs 

adhere to this 
  Support clubs with the recruitment of all paid and volunteer coaches, and work with the 

Head of Activities to develop guidance and codes of conduct for coaches 
  Support the student volunteers in engaging in consultation with the student body to 

identify developments that will enhance the student experience. 
  Work with students to help create, develop, and implement a range of student-led 

initiatives that reflect the purpose and responsibilities of the Students’ Union. 
  Establish and maintain contacts to set up community partnership agreements which could 

increase our sporting offer or volunteering opportunities. 
 
To work in conjunction with Activities team colleagues to administer and develop SUSU’s Team 
Southampton sports programme, providing sporting opportunities for a wide range of students.   

  Work in conjunction with other SUSU staff to provide sports club administration to 
support competitions, fixtures, coaching and training. 

  Identify the training needs of club committee members and plan, deliver and review 
training where appropriate in conjunction with your associated sports co-ordinator, Head 
of Activities and relevant elected officers 

  Provide guidance and support to student volunteers in relation to the rules governing 
budgetary spend and student-led initiatives. 

  Alongside associated sports co-ordinator represents SUSU at all BUCS regional meetings, 
ensuring that we are updated on University Sport development 

  Support the delivery of the Union's strategic plan by aligning sports activity with the 
Union's vision and strategic goals. 

  Work with SUSU’s Marketing and Events team to actively promote sports participation to 
harder to reach students 

  In conjunction with your associated activities co-ordinator’s act as a point of contract for 
club disciplinary matters. Ensuring process are followed. 

  Act to investigate and report and make recommendations on club disciplinary matters as 
instructed and advised by the Head of Activities.  

 
To contribute to and develop the wider work of the Activities Team and Students’ Union. 

  To work with the Activities team to implement the departmental priorities and ensure that 
all Union opportunities are accessible to every student.   

  To co-ordinate activities and campaigns that meet the needs of our members.  
  To manage external relationships and liaise with the University, Students’ Union 

colleagues and wider stakeholders to develop new and effective opportunities for our 
members.  

  Working as a member of the Activities team, the postholder may from time to time be 
required to support the work of colleagues within the wider team or across SUSU for joint 
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events and activities. This might include for example, Fresher’s, Varsity, Elections and 
Celebration and Award Events.   

 
Contribute to the overall effectiveness of SUSU by 

  Participating in and driving personal development and learning. 
  Attending all meetings and training events as required 
  Ensuring that all statutory and legal obligations are met 
  Supporting the implementation of SUSU’s plan promoting our aims and values through the 

gaols of the commercial strategy and the departments operational plan 
  Promoting SUSU’s policies within any work and in particular health and safety and equality 

and diversity and ethical and environmental policies. 
  Contributing to the positive image of the University of Southampton Students’ Union with 

students the university and the local community. 
  Working as a team to ensure a full service is provided at all times. Providing cover as 

necessary. 
  Ensuring personal knowledge and skills are updated to ensure effectiveness in meeting 

work objectives 
  Completing other duties as may be reasonably required by SUSU, appropriate to the grade 

and responsibilities of the post. 
 
 

 

Person Specification 

We have described below the range of experience, qualifications, knowledge, skills and 
attributes we are looking for. We will use this to manage our selection process and also to 
identify any training and development needs once in post. 
 

KEY/QUALIFICATIONS/EXPERIENCE REQUIRED ESSENTIAL DESIRABLE 

Relevant experience working or volunteering in the youth, education, 
student union or other membership organisation. X  

Understanding of UK sports structure and National Governing Bodies X  

Level 3 Sports Coaching qualification   X 

Understanding of University academic structures and processes as well as 
the wider Higher Education sector 

 X 

Experience in the organisation and delivery of effective training  X 

Experience in project development and management X  

Experience of budget management  X 

Experience of line management of staff members or working with 
volunteers  X 
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Excellent verbal and written communication skills including liaison with 
external bodies and stakeholders 

X  

Ability to work within an environment directed by elected student 
officers with a positive commitment to enhancing the student experience X  

A commitment to providing high quality Customer Service X  

Excellent office administration skills X  

Recent experience of using word processing, database, spread sheet and 
email packages  X  

Experience in delivering presentations and engaging in meetings  X 

Commitment to and knowledge of equal opportunities including 
inclusivity and access issues X  

Commitment to and passion for the values and purpose of a Students’ 
Union X  

Commitment to and an understanding of Ethical & Environmental issues 
and Health & Safety 

X  
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Our Values 

As an organisation, our values underpin our work and guide what we live by in order to achieve 
our mission: 

 
Stand Strong 

 
Join Together 

 
Take Responsibility 

We stand up for students 
and make sure their voice is 

heard. 
 

We stand strong when facing 
challenges and are not afraid 
to be different. We think big 

and work to achieve great 
things. 

We are an inclusive and 
diverse community of 

students and staff 
 

We join together with each 
other, the University, and the 

local community to make a 
positive difference. 

We take action on the 
issues that matter to 
students and act with 

integrity. 
 

We continually work to be more 
sustainable, 

challenge discrimination 
and prejudice. We strive to be a 
force for good for students and 

wider society. 
 


