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JOB DESCRIPTION
This form summarises the purpose of the job and lists its key tasks.
It may be varied from time to time at the discretion of the College in consultation with the post holder.
	Job Title: Students’ Union Student Voice Coordinator
	Job ref no: PSD-0072-25


	Grade: 3
	Department: Students’ Union

	Accountable to: Head of Students’ Union
	Responsible for: Supporting the delivery of representation and student voice activities within the Students’ Union


	Job summary: The Student Voice Coordinator ensures that the student voice is central to the decision-making processes within the Royal Veterinary College and the Students’ Union (RVC SU). This role involves managing the Academic Representatives system, delivering training, supporting democratic processes, and liaising with university staff to enhance student representation. The post holder will also support the planning and delivery of advocacy campaigns and facilitate feedback sessions to empower students in shaping their academic experience.

	Competency: Coordination and Development of Academic Representation
Key tasks: 
· Oversee and coordinate the elected SU Academic Representatives, ensuring they understand their role expectations, including attending meetings and representing student views effectively.

· Coordinate an annual training programme for Academic Representatives to onboard, equip, and enhance their ability to advocate on behalf of students.

· Maintain accurate records of attendance and participation, using this data to support evaluation processes and ensure appropriate remuneration.

· Provide ongoing mentoring to Academic Representatives, helping them navigate challenges and develop confidence in their roles.

	Competency: Collaboration and Liaison
Key tasks:
· Liaise with academic and professional services colleagues within the University to address areas where student representation is not functioning or effective.

· Build positive relationships with RVC staff, fostering collaboration between students, the SU, and the institution.

· Act as a key point of contact for both students and staff regarding representation, ensuring concerns and feedback are managed efficiently.

· Work with external organisations such as the NUS and other Students’ Unions to align practices and share best approaches to academic representation.

	Competency: Democratic Processes and Advocacy
Key tasks:

· Facilitate the organisation of democratic processes, such as SU elections, ensuring they are fair, transparent, and accessible to all students.

· Support the delivery of feedback sessions to collect student views on academic and broader university issues.

· Assist with the planning and execution of advocacy campaigns to address emerging issues raised by students.

· Develop and implement strategies to increase student engagement with democratic processes, including outreach to underrepresented groups.

	Competency: Monitoring and Reporting
Key tasks:

· Maintain comprehensive records of all representation activities, including attendance at meetings, student feedback received, and outcomes of advocacy efforts.

· Produce regular reports on representation effectiveness, identifying key trends and areas for improvement.

· Contribute to the development of strategic goals for academic representation within the SU, based on analysis of participation and feedback data.

	Competency: Training and Leadership Development
Key Tasks:

· Collaborate with colleagues to create bespoke training for student leaders including Academic Representatives, focusing on leadership, negotiation, and advocacy skills.

· Create resources and guidance materials to support students in their roles, ensuring accessibility for a diverse student population.

· Organise networking opportunities for Academic Representatives to share experiences and learn from each other.

	Flexibility: The post holder is expected to adopt a flexible approach to working hours and tasks, including occasional evening and weekend work to support key SU events and activities.


