
 
 
 
SOAS Students’ Union  
Sports, Activities and Events Coordinator  
 
Salary: Grade 5: (£22,017 - £25,483) + £3,500 London Allowance 
 
Direct Report: General Manager and Co-President Activities and Events 
 
Hours: 37.5 per week, Core hours will be 12pm-8pm (with half hour “lunch break”), Mon-
Fri: although there will be considerable flexibility in this agreed with the post holder 
 
Works With: Co-President Activities and Events, Sports Captains and Society 
Presidents, Communications and Governance Coordinator 
 

 
 
Job Description  
SOAS SU is a small but active students’ union with around 190 student societies and 
sports teams. Within the limits of the space and budget available, we strive to ensure 
that all interests are catered for and that all of our students have the opportunity to 
access to a range of activities and events. Sports teams and societies are run by student 
volunteer presidents and the role will make the administration of societies and sports as 
easy as possible for these volunteers. 
 
The role is used as general operational support for the elected Co-President Activities 
and Events – but is where the operational, and institutional knowledge around sport and 
societies will be held, and the post holder will do the core administration of these 
services. The post holder will also be a point of contact in early evenings and provide 
event support in these hours – to extend the Union’s core hours from 10am – 8pm.  
 
Core hours will be 12pm-8pm, Mon-Fri during term time, reverting to 10-6pm outside of 
term: although there will be considerable flexibility in this agreed with the post holder. 
 
To apply for this role please send a CV and Coverin g Letter to su@soas.ac.uk  by 
15:00 on Monday 12th November, 2018. Please make it  clear in the subject line the 
role you are applying for. SOAS Students’ Union values diversity and aims to b e an 
equal opportunities employer.  
 
  



Main Responsibilities 
 
General  
 
1: To be duty manager of the Union in the evening and provide support outside of core 
hours. 
 
2: To be part of the front-line staff team, answering queries and solving student 
problems, particularly around sports, activities and events. 
 
3: Be an active part of the permanent staff team advising the sabbatical officers and 
Trustees on the strategy and operation of the Union 
 
4: As part of the permanent staff team working to turn the strategic objectives of the 
Union into action and fulfilling the charitable aims of the Union.   
 
5: To assist in the running of annual Sabbatical training, Trustee Training and other 
student training session on activities, events any other areas of expertise. 
 
6: Assist with any reasonable tasks as required by the Union Sabbaticals and the Union 
General Manager. 
 
Sport  
7. To coordinate the administration and day to day support of competitive and non-
competitive sports teams within SOAS. 
 
8: To be responsible for booking sports teams training and fixtures, for booking pitches 
and appropriate venues and where necessary transport to fixtures. 
 
9. To work with the Trustees on the development and delivery of a sports strategy, to 
fulfil the strategic aim of increasing the number of SOAS Students  
 
10. To be the first point of contact for the SOAS Students’ Union for BUCS, League and 
Association queries, fixture arrangements and disputes. 
 
11. To work with the Co-President Activities and Events to to deliver consistent 
information and advice and improve support for student activities, including training, 
recognition, skills development.  
 
12: To review and monitor the relevant risk assessments with all sports. To include 
monitoring the qualifications, association membership and insurance details of trainers 
and coaches. 
 
13: To assist the Co-President Activities and Events in organising Varsity, the annual 
Sports Awards and Sports Dinner. 
 
Activities  
9. To coordinate the administration and day to day support of student activities, with 
societies, and student events. 
 
10: To be responsible for society room bookings with SOAS, and any external bookings 
where relevant. To have delegated responsibility from the Trustees to monitor and 



oversee the room booking procedure with regards to risk assessment and notifiable 
speaker policy. 
 
10. To work with the General Manager and Co-President Activities and Events to 
register societies, and set their budgets. 
 
11. To provide physical technical support for student society events where appropriate 
and possible. 
 
12: To work with the Co-President Activities and Events and the Governance and 
Communications Co-ordinator in arranging Freshers’ Fayre, Refreshers Fayre, Society 
Awards and any other relevant large scale intra-society events. 
 
Events  
13: To be the first contact regarding the use and booking of events equipment, and to 
act as basic set-up engineer for Union events. 
 
14: To work with the Co-Presidents on the operational  planning and delivery of Freshers 
Fortnight 
 
15: To work throughout the year with the Entertainments Officer and Co-President 
Activities and Events on a regular schedule of events within the Union. 
 
16: To answer any general event queries and assist societies with their events. 
 
Ideal candidate  
This role requires passion and enthusiasm for working with volunteers in a democratic, 
member-led environment. The candidate will be passionate about sports and activities, 
understand the important role they play within University life and will be committed to 
enhancing the student experience at SOAS. Approachable and friendly the role will be 
dealing with students in person constantly and should be able to maintain a professional 
demeanour under pressure (and help relieve pressure from other staff and student 
officers) 
 
The candidate will have some experience of students’ unions or similar member led 
organisations, and will understand the importance of working within democratic 
structures with student leadership. As such they will have a highly developed political 
sensitivity and diplomacy, and a proven track record in working with volunteer student 
leaders to a high standard. You will also have excellent written English skills, a 
professional approach, self-motivation and have a sense of humour.  
 
The candidate will lead the development and operation of the organisation’s sports and 
activity strategy and manage its delivery. The preferred candidate will have knowledge of 
University sport, and a desire to innovate within the sometimes difficult environment of 
London sport. They will have negotiation skills and the ability to operate a largest 
proportion of the Union budget, whilst forensically managing said budgets for best value 
for money. The candidate will also need to be able to make decisions regarding room 
bookings and speaker policy delegated from the Trustees. 
 
The role will suit someone with ambitions to develop within Students’ Unions, working at 
a highly regarded Union with a small staff team leaves large opportunities for personal 
development within the movement.   



Person Specification:  
 
Essential:  
1: Excellent standard of written and spoken English. 
 
2: UK Degree or suitable experience of Higher Education, and demonstrable 
understanding of the issues facing higher education at the moment, particularly those 
facing international students. 
 
3: Demonstrably knowledge of University sports including BUCS and league and team 
management. 
 
4: Significant experience of working with volunteer led organisations. 
 
5: Proven ability to prioritise diverse workstreams under pressure. 
 
6: Commitment to health and safety, with proven experience of writing risk assessments 
and risk management. 
 
7: Commitment and understanding of core diversity issues and how they may affect 
activities and sports within a University setting. 
 
8: Understanding of risk within a charitable structure, particularly where it interlinks with 
controversial speakers and freedom of speech 
 
8: 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. 
 
9: Experience of Microsoft Office, and Google Docs. 
 
Desirable:  
10: Experience of working within a UK Students’ Union. 
 
11: Experience of organising and running events. 
 
12: Experience of technical event running expertise such as sound engineering and/or 
lighting tech. 
 
13: Experience of financial management and running small budgets. 
 
14: Experience of running training. 
 


