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JOB ADVERT
Student Representation Assistant 
Fixed Term Contract
10 Hours Per Week Term Time Only (30 Weeks Total)
Predominantly Newton Park Campus
£13.45 Per Hour

**APPLICATIONS RINGFENCED TO BATH-BASED
BATH SPA UNIVERSITY STUDENTS ONLY**

Reporting to our Student Representation Manager, your main responsibilities will be to assist with the day-to-day administration and organisation of the student representation team.
On a day-to-day basis, you will support the Representation Team with administration by monitoring the team inbox, answering queries, and liaising with students, Student Community Leaders (SCLs) and the SU team. You’ll need to help organise events, training sessions, make purchases and arrange payments. You will be helping to make sure the relevant paperwork, and processes, are followed to protect the health & safety of a successful event. 
Your work will enable the Students' Union to strengthen student representation and feedback processes. You will provide operational and logistical support to Course Reps, SCLs and the Vice President Education with their ideas, priorities and initiatives, helping to ensure students are actively involved in shaping their academic and social experience across Bath and London campuses.
In the wider team, you will provide admin support to the Head of Partnerships and Representation, the Advice and Wellbeing Manager, and the Student Campaigns Manager on an ad-hoc basis. 

Requirements and Qualifications
Valuable assets include a positive, can-do attitude, with good communication skills to support people from all backgrounds. You need strong organisational and time management skills to prioritise your workload and ensure successful events. A lot of your time will be spent on record keeping and inputting data on the Union’s database system and Excel. You may have skills in writing and running reports.  
We are looking for a good level of general education.
Any job offer is on condition that you can attend our induction sessions in September, which include our Emergency First Aid qualification, and complete additional e-learning modules and planning work. This will need to be done over the summer, before starting the role. You will be required to attend specialised training on specific role responsibilities throughout the academic year and have access to additional optional training workshops. You will be paid for your time.     
Benefits
This position offers: 
· A pro-rata annual leave allowance, plus payment for any lost shifts, due to SU closures 
· Access to the NEST Pension Scheme with up to 11% Employer Contribution
· A range of Family Friendly & Health Policies to prioritise your wellbeing
· Structured induction and access to regular learning and networking opportunities
We are proud of the work we have undertaken to support all employees to overcome challenges and succeed in an open and inclusive workplace environment. We have been recognised as Leaders in Diversity and are signatories to the Mindful Employer Charter and the Employers Initiative on Domestic Abuse. We are currently participating in an assessment with LEXXIC Consultancy to be accredited for our work to support our Neurodivergent employees.
How to Apply
Applications may be submitted by email to su-recruitment@bathspa.ac.uk, no later than Sunday 10 May 2026. Interviews will take place in person, starting from Thursday 14th May 2026.
Accommodations
For more information about our accessible workplace or to discuss any support you may require for the application process and beyond, please contact Alison Collier, People & Culture Manager on a.collier@bathspa.ac.uk or call 01225 876123.
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