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[bookmark: _Hlk168407121]Student Guide Job Description

Would you like to work with prospective EHU students, informing them about the benefits of university?
Are you passionate about your subject and Edge Hill University?

Job Description
As a Student Guide you will take on a variety of roles and responsibilities including:
· Supporting with large events such as Open Days and Offer Holder Days. Working with young people and their supporters to help them make informed decisions about university.
· Working with school, college and sixth form students on visits to campus. You would be required to run workshops with other Student Guides, as well as showing students around the university. You will also be asked to create your own ‘Student Experience Talk’ to share your personal journey to and through university.
· Talking passionately about your experience as an Edge Hill student in a virtual environment through Q&A panels, Student Life talks and sharing your experience during subject specific sessions.
· Opportunities to assist with clerical duties to support the team, including data entry, prospectus packing and sending out marketing literature.
· Producing video content for our website and social media channels.

Training & Support
You will receive excellent training and support to help you to develop your skills and confidence. If you are successful following your assessment session, you must be available to attend a mandatory training day on Saturday 1 November. If you are unable to attend, then you will not be able to continue with the Student Guide programme.

You will also need to attend a Twilight Training session the week commencing Monday 3 November. These will take place every evening, Monday-Friday, 5.00pm-7.00pm.

Working Hours
If successful for the November 2025 intake of new Student Guides, you will be expected to work a minimum of 6 events across the academic year. This must include a minimum of 1 Open Days, 1 Offer Holder Days and 4 school/college events.

Equal Opportunities
To support our Equality, Diversity and Inclusion Strategy, we will offer a guaranteed interview to students who complete a full application and identify as: students with experience of care/familial estrangement, mature students, students with caring responsibilities and Black, Asian and Minority Ethnic students.

Skills & Attributes

	What we are looking
	What you will develop/gain
	Employability attributes

	Ability to communicate effectively
	· Excellent communication and interpersonal skills (in person and via virtual platforms).
· Ability to respond to questions to reflect the University in a positive way.
· Communicating confidently with a wide range of people.
	Communication & Negotiation

	Ability to handle change and adapt to new situations
	· Balancing your time to ensure you can meet the demands of this role and your course
· Complete mandatory training as required.
· Ability to work on own initiative and as part of a team.
	Adaptability & Flexibility

	A professional approach to work
	· Excellent knowledge of Edge Hill course provision and facilities.
· Knowledge and understanding of the Student Journey from GCSE to the Higher Education application process.
· Understanding of student needs and concerns.
· Understanding the impact of your role on influencing prospective students’ decision-making process 
	Professionalism

	Energy, commitment and enthusiasm
	· Evidence of good time keeping and attendance record.
· The opportunity to represent the university with enthusiasm and integrity.
· Experience in a customer-facing role.
	Motivation & Enthusiasm



Rights to Work Checks
If you would like to apply for this role, there’s an important step before you start working: the right to work check. This ensures that you're eligible to work in the UK, and it's a straightforward process. You cannot attend training or work until you have completed this step. Here’s what you need to do:

1. Interview preparation: If you’re invited to an interview, bring your original ID document and an original document showing your National Insurance Number. Accepted documents include a current or expired British/Irish passport or a full UK birth certificate. Unfortunately, driving licences aren’t accepted for this check. For a full list of acceptable documents, click here. 

2. International Students/Visa Holders: If you're an international student or visa holder, you can prove your right to work by providing an employer share code. Bring this code along with your National Insurance Number to your interview. 

3. Starting your job: If you get the job, you’ll need to fill out the casual worker registration form before your induction. Don't worry, we’ll guide you throughout this process. And if things don't work out, rest assured that your right to work documents will be securely destroyed.

Remember, you cannot start working or attending training until we have verified your right to work status. We're here to support you every step of the way, so if you have any questions about the right to work check, please don't hesitate to reach out.

Application Advice & Support
For each question asked on the application, there is a minimum of 250 words per answer. Before submitting your application, we strongly advise you get it checked and seek advice from our Careers team who are on hand to help. 

Visit this link here or call into Careers Corner (11-3pm term time, 11-1pm vacation period) to get started. 

There are helpful guides on their webpages too which you can access 24/7 by visiting this link here. 

Applications close: Midnight on Tuesday 14 October.
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