
    

 
 
 
 
 
SOAS Students’ Union  
Governance, Communications & Sustainability Coordin ator  

 

Salary:  Grade 5: (£22,017 - £25,483) + £3,500 London Allowance 
 
Direct Report: General Manager and Co-President Democracy and Education 
 
Hours:  37.5 per week 
 
Works With : Co-President Democracy & Education,  
Other SU Trustees,  
Representation & Research Co-Ordinator,  
Commercial Services Manager 

Responsibilities  
The successful candidate will assist the Co-President Democracy and Education in coordinating the 
Unions democratic procedures and policy cycle. You will also be required to support sabbatical officers 
in fulfilling their remit and enabling the Union to effectively implement policy process, decided at both 
UGM’s and trustee meetings. The role has day-to-day editorial control over the Union’s Social Media 
and will work on behalf of the elected officers to ensure the best communication between the Trustees 
and students. There is also a monitoring role for the Students’ Unions sustainability work and to be the 
Senior Staff Member for the Green Impact submission. 
 
Ideal candidate  
This role requires passion and enthusiasm for working in a democratic, member-led environment, 
highly developed political sensitivity and diplomacy, and a proven track record in providing 
administrative support to committees and volunteers to a high standard. You will also have excellent 
written English skills, an eye for design and a professional approach, persistent self-motivation and 
have a sense of humour. The candidate will have some experience of students’ unions or similar 
member led organisations, and will understand the importance of servicing the democratic structures  
 
The candidate will lead the development of the organisation’s communications strategy and manage 
its delivery. The preferred candidate will have expert knowledge of social media and the online 
community, have experience of working with integrated social media programmes and knowledge of 
online advertising and search engine optimisation. 
 
The candidate will be interested and engaged in environmental sustainability and justice, and will be 
able to facilitate student officers campaigns in this area as well as run the annual Green Impact 
Submission. SOAS Students’ Union wishes to continue its track record of Green impact Gold and 
Excellence over the last ten years. 
 
At the heart of the role will be your ability to design, write and to convey messages clearly, concisely 
and accurately, both in minute taking and in communications. You will understand the requirements of 
a small but extremely active Union such as SOAS SU, and you will have a range of interpersonal skills 
that you will use to influence and liaise with a vast range of people both internally and externally. 
 
To apply for this role please send an attached CV a nd Covering Letter to su@soas.ac.uk  by 
13:00 on Thursday 4th July, 2019. Please make it cl ear in the subject line the role you are 
applying for. SOAS Students’ Union values diversity and aims to b e an equal opportunities 
employer.   



   

Job Description 
 
Governance  
1: Assist Co-President Democracy and Education in the preparation of papers for UGM’s. 
 
2: Take minutes of all Union General Meetings and update the Unions policy document accordingly. 
 
3. Archive and record all policy decisions at UGM’s effectively. Creating both an Online record and 
hard file policy document for the Unions records.   
 
4. Assist all sabbatical officers or designated executive committee chair with the preparation of papers 
for weekly Exec meetings.  
 
5.  Take minutes of all Exec meetings.  
 
6: Assist General Manager in preparing papers for Trustee meetings and take minutes of all Trustee 
meetings. 
 
7: Manage and maintain the policy file and make regular reports to the exec on the progress of  
policy. 
 
8: To become an expert on the constitution and to aid the Trustees in constitutional issues, and 
constitutional reviews. 
 
9: To be the lead elections officer and run the Unions annual elections. 
 
Communications.  
10. To liaise with all sabbatical officers, exec members and the General Manager to effectively 
communicate their events and activities to the student body.  
 
11. Become and expert of the Union website, updating it daily with news, events, activity and general 
information provided by general manager, exec sabbs etc..  
 
12. Integrate the Unions social media outlets with the union’s website.  
 
13. Liaise with the editor of the SOAS Spirit and SOAS radio to successfully integrate their media 
outlets into the central website more effectively.  
 
14: Produce, design and edit the Students’ Union Annual Handbook. To also help design posters, 
flyers and other visual assets for the Union. 
 
15:  To liaise with the Co-President Activities and Events and the Radio Manager to produce and edit 
video coverage and podcasts of Union events.  
 
16: To become the unions main communications official.  
 
Sustainability 
17: To be responsible for environmental sustainability within the Students’ Union, with particular 
reference to Green Week and the Green Impact programme. 
 
18: To help run campaigns around sustainability, and audit the Union to make it as sustainable as 
possible. 
 
General  
19: To assist in the running of annual Sabbatical training, Trustee Training and other student training 
session on governance, communications and any other areas of expertise. 



   

 
20: To assist sabbaticals in office management, ensuring the office runs efficiently for the best 
outcomes for Students’ Union members.  
 
21: Assist with any reasonable tasks as required by the Union Sabbaticals and the Union General 
Manager. 
 
--------------------------------------------------------------------------------------------------------------- 
Person Specification:  

Essential:  
1: Excellent standard of written and spoken English. 
 
2: UK Degree or suitable experience of Higher Education. 
 
3: Demonstrably high standard of knowledge of major social media platforms and how to use them 
effectively. 
 
4: Significant experience of designing, updating and writing on a website for a diverse audience. 
 
5: Proven ability to prioritise diverse workstreams under pressure. 
 
6: Proven ability to meet pressured deadlines, in particular to write to deadlines as appropriate. 
 
7: Strong ethos of customer and/or membership service, within an organization and ability to work 
flexibly to fulfil the aims and objective of the organisation. 
 
8: Experience of Microsoft Office, Adobe Creative Suite. 
 
Desirable:  
9: Experience of working within a UK Students’ Union. 
 
10: Knowledge of Students’ Union Governance systems, and/or UK Charity Law. 
 
11: Awareness of the issues in current UK Higher Education, and in particular the issues facing 
international students within UK Higher Education. 
 
12: Experience of minute taking and servicing a Charitable Board. 
 
13: Experience of running training 
 
14: Experience of MSL or similar CRM style websites and Content Management Systems. 
 
15: Experience of designing and editing poster, flyers and documents. 
 
16: Experience of working on environmental campaigns 
 


