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University of Glasgow
Casual Worker – Job Description Template
Reference No. ____________
	Job Title


	Student Helper - Grade 1

	School/RI/
Service
	

	College/US

	

	Department contact details
	Name:

Tel:


	

	Duration of work: From :                                           To : ____________________________                               
Please estimate the total number of hours you anticipate will be worked over this period (if period is more than a year, please state hours per annum) : __________________________
How do you anticipate undertaking Recruitment for this post(s)?  ______________________
__________________________________________________________________________



	 Job Purpose

	To support the promotion of the University to prospective students by providing visitors with directions and tours of the campus 




	Main Duties & Responsibilities

	1. Accurate data entry



	2. Scanning, copying and posting letters and application forms



	3. Opening post and allocating documents appropriately



	4. Filing



	5. Printing applications and documents



	6. Assisting Postgraduate admissions staff with ad hoc tasks




	Knowledge, Qualifications, Skills & Experience

	Knowledge /Qualifications

Basic Numeracy and literacy where required
Ability for follow clear instructions
Ability to exchange basic information verbally


	Skills

Reliable

Friendly
Approachable
Basic keyboard skills



	Experience

Experience of Customer Service is an advantage but not essential



