
Job Description 
 

Date Job Description created: March 2019 
 

 

Job Title: 
Student Assistant 

Job Holder: 

Department: 
Recruitment, Admissions and 
Participation  Service 

Location: 
Paisley/Lanarkshire/Ayr/Dumfries 

 

Reporting To: 
RAPS Team Leader/Supervisor 

 

Dimensions: 
To represent and promote the University in all Student Recruitment and Widening Access 
activities and projects as required, applying individual positive experiences from your student 
journey at UWS, acting a role model for potential new incoming students.    

 

Key Result Areas: 

 To assist in University-wide and Departmental events including open Days, Taster 
Sessions and Offer Holder Sessions.  

 Carrying out campus tours. 

 Speaking to individuals and groups about your academic studies, course/subject 
choices, and overall University and student experience. 

 To positively promote UWS at on campus and external events, ensuring visitors and 
prospective students are given a friendly welcome and have a positive experience 
and impression of UWS when visiting our campuses.  

 To act as a positive role model to prospective students. 
 

In addition to representing UWS at these key recruitment events there are a number of areas 
of work that you may be involved in.  Please note: Training will be required for all three areas 
of activity and you may be involved in some of these areas depending on performance at 
training and availability of the work involved. 
 
Mentoring activities in schools  

 To act as a student mentor to school pupils leading them through activities that 
promote UWS and higher education.  

 Working with fellow students and UWS staff to keep abreast of pupil progress, 
highlighting areas of concern where appropriate.  

 Facilitating group work sessions with school pupils, sharing personal experience of 
your student journey, assisting with personal statement and exam preparation in 
relation to accessing high education and choosing UWS as a place of study.   

 
Student Guide/Buddy activities: 

 To guide new students and/or buddy new students and provide support during their 
first year at UWS.  

 Working with current students in sharing personal experience and acting as a peer 
mentor to those that require additional help and support to settle into the higher 
education environment.  

 Working with fellow students and UWS staff to keep abreast of student progress 
highlighting areas of complexity and concern where appropriate.  

 



Ambassador activities: (Please note: This work will only be available to a limited 
number of students who will be required to go through a further selection and training 
process.) 

 To deliver presentations and workshops to school and college leaver groups and 
their advisors (parents, teaching staff and careers advisors) on topics relevant to your 
own individual  experiences including making the move fromschool to university; 
placement experience; study abroad experience and University life at UWS. 

 Representing UWS at Higher Education and Careers Convention, where required, 
promoting our University programmes and your individual student experience.  

 To participate in a wide range of PR and advertising activities such as student profile 
for use in the prospectus, as required.  

 To engage with and convert prospective students and applicants by telephone, email, 
social media and face to face at events using your individual UWS journey and 
experiences as unique reasons to study at UWS.   

 Assist the Applicant Enquiry Team at key points of the year with conversion and 
recruitment activity such as clearing.  

 

Planning and Organising: 

 All work is allocated by the Team Leader/Supervisor and reviewed on a daily/weekly 
basis.  

 The post holder will work effectively within their Student Assistant Role and maintain 
regular contact with their Line Manager.  

 

Working Relationships: 
The post-holder will work effectively within their Student Assistant Role and maintain regular 
contact with the Line Manager.  
 
The post holder will require regular contact and liaison with staff at all levels both within and 
outside the University by telephone, email, face to face and written correspondence.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

Person Specification 
 

Department: RAPS Job Title: Student Assistant 

 

Education/Qualifications/Training 
 
Essential 

 The post holder must be enrolled and currently studying towards a qualification within 
the University of the West of Scotland.   

 Recent education experience as a school or college leaver, or through a widening 
access route to higher education.  

 If students undertaking mentor activities in schools, students must undertake a PVG 
clearance to be able to work with young people. 

 Please note: Students must attend and partake in additional training for both the 
mentor and ambassador activities  

 

Experience 
 
Essential 

 Confidence to positively promote the benefits of studying at UWS, the range of 
programmes, and the current campus developments.   

 Positive and engaging manner in handling telephone, email, social media and face-
to-face communications to promote the University. 

 Willingness to share and speak at length about positive personal experiences within 
UWS and Higher Education.  

 
Desirable 

 Experience of working with young people. 

 Experience of studying at a college then articulating to university.  

 Experience of delivering presentations using MS Powerpoint.  

 Confident with social media 

 

Skills/Knowledge/Understanding 
 
Essential 

 Excellent interpersonal and communication skills 

 Ability to work as part of a team as well as independently 

 Friendly and student-centred 

 Knowledge of the Scottish secondary school education system and a willingness to 
keep this knowledge up to date. 

 Awareness of and ability to demonstrate good customer service 
 
Desirable 

 Awareness of wider access issues 

 



 

Personal Attributes  
 

 Positive, friendly and student-centred with genuine enthusiasm for promoting UWS 
courses and opportunities.   

 Maintain a courteous and pleasant attitude at all times 

 Enthusiasm for wide access and education 

 Willingness to travel as occasionally travel between campus locations may be 
required 


