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Dear Applicant, 
 
Thank you for taking the time to visiting our website and showing an interest in the 
University of East London Students’ Union. Hopefully, this recruitment pack will provide an 
insight into the Union’s vision, goals and future endeavours and I would encourage you to 
read our Strategic Plan which can be found on the vacancy listing.  
 
We now have a vacancy for a Societies Coordinator to join our Membership department.  
Societies are a fundamental element of a students’ union and their function provides 
students with significant opportunities to develop their skills, meet new people, nurture 
networks and pursue goals which are aligned to an interest, activity or cause.  Providing 
societies with steadfast support is essential to their sustainability, growth and success and 
we are looking for an exceptional individual who will help us usher in a new era for our 
societies and empower them to achieve their aspirations. 
 
We look forward to receiving your application if you require any further information, 
please do not hesitate to contact the recruiting manager for the position of Societies 
Coordinator. 
 
Best Wishes 
 
Denis Shukur 
 
Chief Executive Officer 
University of East London Students’ Union 
4-6 University Way 
London E16 2RD 
 
E-mail: d.shukur@uel.ac.uk 
Phone: 0208 223 7025 
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Application Process 
 
Please read the information contained within this pack carefully before preparing and 
submitting your application.  Please note that we are not accepting CVs as a method of 
application and will only welcome completed application forms for this vacancy. 
 
Please send your completed application form and equal opportunities monitoring form to 
Alex Volkov (Office Manager) by e-mail to a.volkov@uel.ac.uk  
 
Key Stages 
 

Application Deadline 17.00 on Friday 26 May 2017 
 

Interview Date 
 

Friday 9 June 2017 

Start Date 
 

Immediate 

 
 
To arrange an informal discussion about this post prior to your application, please contact 
Mark Gillespie, Deputy Chief Executive (Membership) by sending an e-mail to 
m.d.gillespie@uel.ac.uk 
 
 
Data Protection Act 1998: 
 
As part of our recruitment process we may collect and store sensitive personal data about 
you.  We are required by law to obtain your consent to doing this. Sensitive personal data is 
defined by the Act as information relating to the following; racial or ethnic origin, political 
opinions, religious beliefs, trade union membership, health. Sexuality or sex life, offences 
and / or convictions. 
 
In relation to recruitment procedures, we store data for 12 months after the date on which 
is submitted for internal auditing purposes. Any information of this nature will be treated 
confidentially. In relation to individuals appointed to posts, it is out policy to store data 
about post-holders for the length of their employment and for seven years afterwards, for 
purposes of providing references. By submitting a completed application form you will be 
giving your consent to sensitive personal information being recorded and stored. 
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UNIVERSITY OF EAST LONDON STUDENTS’ UNION 

 
JOB PROFILE 

 
 

Job Title: 
 

Societies 
Coordinator 

Reports to: Deputy CEO 
(Membership) 

Band: B Hours: 1 FTE 

Salary Range: £24,500 - £27,000 
 

Salary: Pending experience 

Department: University of East 
London Students’ 
Union 

Effective Date: Immediate 

Direct Reports: None 

 
 
Job Purpose 
 
The post-holder will be responsible for supporting and administering students’ union 
societies ensuring that all society members are positioned to run well organised societies 
that appeal to the University’s academically and culturally diverse community. The post 
holder will have accountability for ensuring that societies are organised in compliance with 
UELSU regulations and that their members are provided with and using up to date 
information, training materials and guidance relevant to societies. The post holder will 
endeavour to continually increase the number of students engaging in societies ensuring 
that they are democratically organised and also work towards broadening the classifications 
of societies and increasing the demonstrable impact they have at the University of East 
London. 
 
Principal Accountabilities 
 

1. Oversee the running of Students’ Union’s societies ensuring that society members 
are provided with day to day support, relevant information and guidance. 

2. Support societies through the registration protocols and ensure that accurate 
membership records are stored securely in line with data protection policy and 
updated on a regular basis. 

3. Collate statistical data on societies memberships to assess student satisfaction and 
inform on engagement and support development proposals 

4. Support the day to day functioning of societies by providing room booking and 
equipment storage assistance and respond to enquiries via e-mail, telephone and in 
person. 

5. Operate within organisational and institutional policies and procedures to enable 
societies to organise their own activities in a safe and secure manner adhering to 
Health and Safety policy and procedures. 

6. Provide coaching, mentoring and training to society committee members and 
identify individual training needs for society members and volunteers 
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7. Supervise society members’ use of financial processes applicable to societies and via 
delivering training ensure that members are compliant with associated Union 
regulations. 

8. Coordinate the dissemination of marketing and communications related to the 
running of societies working with internal and university colleagues to ensure 
students are provided with up to date, accurate and high quality information. 

9. Liaise with the Democracy Coordinator, organise and implement a set of democratic 
procedures to enable societies to make decisions, elect committee members and to 
encourage wider and sustained engagement in union democracy. 

10. Liaise with the Academic Enhancement Manager, University academics, professional 
services staff and other relevant external parties to ensure societies are provided 
with scope to grow membership and that new classifications of societies can 
emerge. 

11. Keep abreast of developments in relevant legislation and ensure that colleagues and 
society members are aware of and compliant with them. 

12. Input to the Membership department’s strategic and operational work by planning 
associated tasks and events relating to societies.  

13. Coordinate research, data analysis and develop reports related to the impact and 
development of societies. 

14. To attend appropriate meetings as and when required by the Union.  
15. To abide by the Students’ Union’s articles of association policies and procedures at 

all times and work to help students understand these. 
16. To contribute to the positive image of the Union with students, the University and 

the local community.  
17. To undertake other tasks and responsibilities compatible with the level and nature 

of the post as required by the DCEO (M) from time to time.  
18. To carry out the above duties at the Docklands and Stratford campuses and other 

sites as necessary.  
 
Training and professional development 
 
UEL Union considers regular and ongoing training as essential to job satisfaction and career 
development.  It is expected that the post-holder will be offered the opportunity to 
participate in training that is relevant to his/her duties and the post-holder will be expected 
to undertake such training as may be reasonably practicable. 
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Person Specification 
 
Key: A: Application, T: Test, I: Interview, C: Certificate 
 
(Education, Training and Work Qualifications Method of Assessment) 
 

CRITERIA ESSENTIAL DESIRABLE EVIDENCE 

Education Good general education, 
typically to the Higher/A level 
or equivalent 

Degree Educated C 

Knowledge Understanding of students’ 
unions and how they are 
structured and operate 

  A, I, T 

A thorough understanding of 
the role societies play in an 
outstanding student 
experience 

 A, I, T 

Current understanding of best 
practice in Health and Safety 
procedures and policies 
relating to student activities 

 A, I, T 

Knowledge of budget 
management, database 
management and health and 
safety protocols 

Experience of managing a 
budget and supporting 
students to understand and 
work within finance, data and 
health and safety protocols 

A, I, T 

Experience 
 
 

Demonstrable experience of 
facilitating events and 
activities successfully in an 
audience-focused 
environment 

Experience of enabling 
students to successfully 
deliver events and activities 
in a self-directed manner. 

A, I 

Demonstrable experience of 
planning, coordinating and 
delivering projects 

Experience of initiating 
projects based on customer 
or service user feedback  

A, I 

Experience of building and 
maintaining relationships 
with colleagues, customers 
and external parties 

Experience of supporting 
students to establish and 
build their own networks for 
the purposes of student 
development 

A, I 

Experience of working within 
set policy and procedures and 
assisting students to help 
them understand acceptable 
working frameworks. 

Experience of collecting and 
using feedback to input into 
policy and procedural 
development. 

A, I 

Abilities Able to express themselves in 
a professional manner both 
orally and in writing.  

Able to apply consistent tone, 
style and  

A, I, T 

 Able to assess students’ 
needs and make sound 
judgements on day to day 
and complex matters.  Able 

Ability to coach students to 
be equipped with adequate 
skills to empower them 
resolve internal society issues 

A, I, T 
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CRITERIA ESSENTIAL DESIRABLE EVIDENCE 

to respond appropriately to 
students on a range of 
matters relating to societies, 
some of which are sensitive 
in nature. 

independently  

 A willing team player who 
joins in when directed.  
Understands how to 
contribute and can be relied 
upon to support wider union 
objectives when and where 
appropriate. 

 A, I 

 Able to get close to own way 
whilst still appreciating the 
needs of others.  Able to 
address conflict with 
techniques that result in 
mutually satisfactory 
outcomes. 

 A, I 

 Able to build rapport easily 
with others and to make 
themselves approachable.   

 A, I 

 Able to manage own 
workload, work 
independently and diligently 
with limited supervision 
towards achieving set 
objectives 

Able to apply lean methods of 
working in order to meet and 
exceed objectives. 

A, I 

 Recognises what people need 
and addresses issues to solve 
problems for them.  A willing 
listener who is able to 
demonstrate patience and 
understanding. 

 A, I 

 Embraces change and is 
prepared to adapt style or 
methods as required.  
Flexible in approach and 
prepared to muck in where 
necessary. 

 A, I 

 


