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The University of Galway Students’ Union employs a number of part-time staff each academic year to support its work. Part-time staff work primarily in the Students’ Union Cloakroom, however they may also be required to work in other students’ union services such as the Students’ Union Reception, the Síbín and Spéir – Students’ Union Pantry.

1. General Statement
The Staff members have responsibility for the operation of the University of Galway Students’ Union Cloakroom with occasional work at the SU Reception Desk in Áras na Mac Léinn, the Síbín and Spéir – Students’ Union Pantry. Staff will generally work approximately 8-10 hours per week on weekdays. Rate of pay is living wage. Applicants must have a PPS number and be available to attend training 31st August and work from Monday 7th of September. Staff will be required to wear a uniform. 

2. Role Relationships
Reporting to the Students’ Union Assistant Manager, part-time staff will work with other students’ union staff and deal primarily with University of Galway students. 
Part-Time staff will also be required to deal with university staff and students’ union suppliers. 





3. Duties and Responsibilities 
Students’ Union Cloakroom
· Open and close the SU Cloakroom.
· Assist students using the cloakroom.
· Ensure students’ possessions are properly stored and safely returned.
· Ensure workspaces are cleaned regularly and kept presentable.
· Carry out any other reasonable duties assigned from time to time.

The Síbín
· Open and close the Síbín.
· Carry out any other reasonable duties assigned from time to time.

Students’ Union Reception
Carry out desk-based duties.
Process Student Leap Card applications.
Process locker bookings.
Deal with student queries in a helpful and courteous manner.
Carry out any other reasonable duties assigned from time to time.

Spéir – Students’ Union Pantry
· Open and close Spéir.
· Receive deliveries.
· Stack shelves with produce.
· Record student access to Spéir.
· Carry out any other reasonable duties assigned from time to time.

4. Requirements
· Excellent communications skills and time keeping. 
· Highly organised and ability to multi-task.
· Competence in the use of Microsoft Office.
· Good knowledge of the University and Students’ Union functions and services.

5. Heath and Safety Statement
All employees have a general duty in law to take reasonable care for the health and safety of themselves and of other persons who may be affected by their acts or omissions.
The Jobholder(s) must be aware of and comply with the health and safety legislation and other organisational requirements that are relevant to their post. All employees are required to complete Manual Handling Training.

6. Equality Statement 
University of Galway Students’ Union is committed to equality, diversity and inclusion in employment and welcomes applications from all qualified candidates. We strive to create a workplace that reflects the diversity of the communities we serve.
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