
 
 
Job Related Information 
 
 
 

This document includes information about the role for which you are applying and the 
information you will need to provide with the application. It also includes details of the 
application and selection process.      
 
 

1. Role details 
 

Vacancy reference: 13420 

Job title: Volunteer and Representation Administrator 

Reports to: Head of Volunteering and Representation 

Salary: £23,067 - £25,941, pro rata (actual salary for 21 
hours £13,840 – £15,564) 

Terms and conditions: OU Student Association support staff (akin to OU 
Support staff) 

Grade: Grade 5 

Duration of post: Permanent 

Working hours 21 hours (flexible on days/times, though must 
include Wednesday mornings) 

Location: Normally the OU Students Association Office, 
Open University campus, Walton Hall, Milton 
Keynes ((but working from home until at least 
April 2021) 

Closing date: 9am, Monday 8 March 2021 
We are currently experiencing a high demand for 
our job vacancies, therefore, may decide to close 
this job early should we receive high quantities of 
applications. If you are interested in applying for 
this role, we therefore encourage you to submit 
your application early to avoid disappointment.  

Type of application form accepted: OU Students Association Application Form only 

Where to send applications:  oustudents-jobs@open.ac.uk 

Number of referees required: 2 

Recruitment contact: Beth Metcalf, Head of Volunteer and 
Representation, Beth.Metcalf@open.ac.uk 

Interview date:  Thursday 25 or Friday 26 March 2021 via 
Microsoft Teams 
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2. The Open University Students Association  

The Open University Students Association was established by the Open University’s 
Royal Charter. Our current membership is around 170,000 students spread across the 
UK, continental Europe and beyond. The overwhelming majority of our students’ study 
part time and at a distance. Our student body is among the most diverse in the UK Higher 
Education sector, with for example the largest single community of disabled students in 
Europe. We are a Student Union under the definition of the Education Act 1994 and a 
charity registered with the Charity Commission and the Office of the Scottish Charity 
Regulator (Company number 12031028. Charity number 1183837/SC049546). 

The Association is an organisation of students, run by students, operating through a 
democratic structure.  It is headed by our elected student President. Elections for all 
student positions are held every two years, with by-elections twice a year to fill any 
vacancies.  

As a registered charity, ultimate authority and responsibility for all of the Association’s 
activities is vested in the Board of Trustees, which currently comprises nine elected 
student positions and a further three external trustees. Our Central Executive Committee 
sets our student-facing policy and acts as the representative voice of students within the 
University and in the external world. 

The OU Students Association also administers a separate grant-giving charity, the Open 
University Students Educational Trust (OUSET), which supports students in financial 
hardship. 

Our strategy to 2022/23 is available on our website oustudents.com. Our mission is ‘to 
make a positive difference for all OU students’ and our four shared values are Integrity; 
Equality and Inclusivity; Openness; and Collaboration. 

Our three strategic aims are as follows: 

✓ Inform and Support 
✓ Engage and Involve 
✓ Influence and Transform 

3. The OU Students Association Staff Team  

All staff are currently working from home until at least April 2021. In normal circumstances, 
we are based on the University’s campus in Milton Keynes. Our staff team works closely 
with our elected student representatives and is responsible for delivering the wide range of 
services, activities and functions undertaken by the Association. Currently we have nine 
specialised teams and a short (but far from comprehensive overview) is provided below:  

The Student Community team undertake projects to engage students in their Association 
and University community which includes supporting student societies and groups and the 
planning and delivery of online events such as Freshers. They also manage services 
designed to support student welfare including Nightline and Peer Support and play a key 
role in the planning of our biennial Conference.  

The Digital Communications team manage our website, branding, social media platforms, 
radio and magazine in addition to improving the Association’s ability to adopt and utilise 
new technology and digital tools.  

The Student Volunteering and Representation team is dedicated to supporting current 
student volunteers and creating new opportunities to volunteer and get involved with the 
Students Association. They also focus on our work in the areas of education policy, 
including the recruitment and support of our team of Central Representatives and our 
democratic elections process. 

The Research team support our strategy work, research, data analysis and consultative 
work.  
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The Student Support team works to ensure that all OU students get access to the 
appropriate support services and that there is a level playing field available to all students 
regardless of the different challenges they face. The Students Association also provides 
many of its own support services for students. 

The Finance and Resources team handles all elements of financial processing and 
monitoring, supports annual budget setting and subvention negotiations with the 
University and oversees purchasing and general maintenance and administration of the 
office. 

The Executive Support and Staff Welfare team oversees and coordinates on all matters of 
general HR administration and policy including maintaining and developing a positive 
organisational culture for staff. The team also leads on the facilitation of the Association’s 
Board of Trustees and Central Executive Committee meetings as well as offering 
executive support to the Chief Executive and Association President. 
 
The Operations team provides the first point of contact for students and manages our 
grant-giving educational trust (the OU Students Educational Trust) and our OU Students 
Shop, including our web store and our marketing presence at events such as degree 
ceremonies. They also manage our suite of online forums. 
 

4. The Post 

 

The post holder will be part of a passionate and hard-working team providing high quality 
administrative support to the Head of team and wider team. Engages with activities and 
projects relating to education policy, student representation, volunteering and 
engagement. 
 
As well as the duties listed below, you will also be responsible for the many and varied 
administration tasks of the team, as directed, which may change from time to time to meet 
the needs of a busy organisation. 
 

• To assist the Head of Volunteering and Representation with administrative tasks that 
support the work of the Volunteering and Representation team.  
 

• To coordinate the agenda for our regular team meeting, minuting or noting actions to 
support the team.  
 

• To provide assistance to our elected representatives and staff team to co-ordinate 
volunteers to engage with our volunteer training and event schedule.  
 

• To support facilitation of internal and external meetings, training sessions and other 
events both online and face to face by booking catering, rooms and supporting with 
administration for events, such as liaising with attendees and sending invites, helping 
with technical issues. 
 

• To support our volunteers through monitoring of the shared inbox, forums and ‘slack’ 
channel, responding to emails, phone calls and other communications, referring to 
team members as appropriate.  
 

• To assist with the administrative tasks of recruitment of volunteers, including, creation 
of application forms via our website, adding volunteers to the database and 
maintaining data for our student volunteers. This may also include setting up email 
accounts, sending welcome emails and managing the permissions of volunteers on 
our database.  

 

• Ability to liaise with other internal teams to manage small projects and events, 
confidently communicating internally within our processes and procedures.  
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• Supporting online events and activities, through moderating and setting up meetings 
using technology such as Microsoft teams, adobe connect and our online forums or 
Facebook events. This role requires a certain amount of IT literacy and ability to 
problem solve. 

 

• To work with colleagues to support the administrative operations and processes 
around the organisation and delivery of the biennial student Conference. This will 
include attending the biennial Conference and assisting with tasks as directed.  

 

• To support the delivery of our online and face to face handover and induction events 
for any new Central Executive Committee members or Trustees.  This generally takes 
place during Jun-August biennially. There will also be a number of weekend or 
evening training sessions which may require your support, this is arranged flexibly 
allowing the team to share responsibility for these events.   

 

• To support the administrative running of Senate Reference Group, a quarterly meeting 
for circa. 40 students on Wednesday mornings, which needs minuting, sometimes 
supporting students to access documents in the online spaces.  

 

• To support and provide administrative assistance during our elections and by-
elections.   

 

• To undertake any training relevant to the role and implementing the learning as 
appropriate. 

 

• To undertake any other duties across office teams as commensurate with the role. 
 

7. The Person 

Note: Applicants who have not clearly demonstrated in their application that they possess 
the essential qualifications, experience and knowledge will not normally be short-listed. 
Desirable elements are those that it would be useful for the post-holder to possess and 
will be used to assist the short-listing process where we receive a high volume of good 
applications. In your personal statement, it is important that you draw on examples to provide 
evidence of how you meet at least the essential criteria.   
 

Essential Desirable 

Education, qualifications and training 

Good general standard of education, with GCSE Grade 
A*-C in English  

Further/higher education 
qualifications 

Knowledge and experience 

Experience in an office administration role Experience in project work 

Experience within a Student Union, member-led or 
voluntary organisation. 

Knowledge of the work of 
the Open University 
Students Association 

Experience of planning and organising events  

Experience of developing and maintaining effective 
office systems and procedures 

 

Experience working with individuals (e.g. volunteers or 
groups) remotely. 
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Experience of dealing with people from a range of 
backgrounds and needs, including being aware of 
accessibility issues and possible barriers for minority 
groups.  

 

Skills, capabilities and qualities 

Excellent IT skills (Microsoft Office: Outlook, Word, and 
Excel) 

Have previously used a 
customer relationship 
management (CRM) 
system or Volunteer 
Management System 
(VMS) 

Able to quickly learn new online tools and systems, 
confidently working off own initiative to navigate 
websites, databases and email marketing tools.  

 

Excellent administrative and organisational skills  

Able to minute-take, including ability to succinctly note 
actions and use online task managers to support project 
work. E.g. Microsoft planner or Trello.  

 

Self-motivated and able to work on own initiative  

Good interpersonal skills, able to work within a diverse 
team  

Able to learn and adopt new skills with a positive, 
flexible and adaptable approach to work  

Additional requirements and special working conditions 

A flexible approach to work, including a willingness to 
work occasional evenings and weekends by prior 
agreement with line manager 

 

Commitment to equality, diversity and inclusion  

Commitment to own professional development  
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8. General Information 

Terms and Conditions 
The terms and conditions which apply to this post are similar to those applying to Support 
Staff of the Open University.  

Hours of Work 

 
This appointment is part time for 21 hours per week. To be work flexibly in agreement with 
line manager.  
 
We operate flexible working which provides for flexibility on how the hours are worked in 
meeting business needs. Core hours are 10am to 11:30am and 2pm to 4pm daily with 
flexible start and finish times between 7am and 7pm.  Some weekend/evening working is 
required as part of the role and is recompensed by appropriate payments and/or time off 
in lieu. The OU Students Association encourages staff to maintain a healthy work-life 
balance and supports family friendly and agile working. Staff also have access to clubs 
and leisure activities which are also open to Open University staff and there is a great 
community on the campus. 
 
All Association staff are asked to work at the biennial OU Students Association 
Conferences (next scheduled June 2022).   
 
The Volunteer and Representation team are also required to work the handover and 
induction weekend (next scheduled between July/Aug 2022). 

Probation 

The appointment will be subject to a probationary period of 6 months prior to confirmation 
of permanent appointment. 

Salary 

The appointment will be made at a suitable point on the Grade 5 salary scale  

£23,067 - £25,941, pro rata (actual salary for 21 hours £13,840 – 15,564).  It is usually our 
intention to appoint at the lowest point of the scale to enable progression, but we will 
consider the circumstances and current salary of the successful candidate when making 
an offer.  

Holiday 

The Association annual leave period runs from 1 August to 31 July. The full annual 
entitlement is 30 working days in addition to 8 public holidays and days on which the Open 
University campus is closed (generally 3 days over the Christmas period). Part time staff 
annual leave is calculated pro-rata according to hours worked.  
  
Development Opportunities 
The OU Students Association is committed to developing its staff and provides 
appropriate induction, training and networking opportunities. OU Students Association 
staff are able to study Open University modules and qualifications for free. We are 
members of the National Council of Voluntary Organisations (NCVO) and Charity Finance 
Group (CFG) and we encourage our staff to make use of their resources. 
 
Staff Structure  
Our current staff structure is shown at the rear of this pack.  
 
We value diversity and we recognise that different people bring different 
perspectives, ideas, knowledge and culture, and that this difference brings great 
strength. Applications from candidates with protected characteristics are 
welcomed. 
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9. How to Obtain More Information about the Role or Application Process 

The details provided here are intended to be an overview of the role and our organisation. 
However, there is also a considerable amount of information about our organisation on our 
website: www.oustudents.com 
 
If you have a specific appropriate question that is not covered here and you wish to ask it 
before making an application then please contact Beth Metcalf, Head of Volunteering and 
Representation at oustudents-jobs@open.ac.uk.  
 

10. The Application Process and Where to Send Completed Applications 

Applications will only be accepted on the OU Students Association application form. 
No CVs or applications on other forms will be accepted. 

Please ensure that your application reaches us by: 9am Monday 8th March 2021. 
Applications received after the deadline will not be accepted.  

We are currently experiencing a high demand for our job vacancies, therefore, may decide 
to close this job early should we receive high quantities of applications. If you are 
interested in applying for this role, we therefore encourage you to submit your application 
early to avoid disappointment. 
 
Please e-mail your application form to oustudents-jobs@open.ac.uk with the job title 
included in the subject line. You will receive a response to acknowledge receipt.  
 
If you do not hear from us within 2 weeks of the closing date, you should assume that your 
application has been unsuccessful on this occasion.  

 

11. Selection Process and Date of Interview  

 
Stage one: Candidates should use the descriptions above of the Role and the Person 
Specification to complete the OU Students Association Application form. Please note that 
the statement section of the application form should focus upon the knowledge and 
experience criteria. Applicants should draw reference to clear examples to support their 
statement. Applicants are not expected to explicitly cover all of the skills, qualities and 
capabilities criteria in addition to knowledge and experience.  
 
Please submit completed application forms via email to OUstudents-Jobs@open.ac.uk. All 
applications will be reviewed following receipt and candidates will be short-listed if they 
have effectively demonstrated that they meet or exceed our criteria. We are unable to 
offer feedback to applicants who are not short-listed at this stage.  
 
Stage two: Short-listed applicants will be sent a letter via email inviting them to panel 
interviews which will take place via Microsoft Teams over Thursday 25 and Friday 26 
March 2021.  The interviews will include a practical exercise and further details of this will 
be sent to short-listed candidates along with the interview date. We reserve the right to 
call candidates back for a second panel interview if deemed necessary. Applicants who 
attend an interview will be automatically offered the opportunity for feedback. Please note, 
applicants must be available to interview on this date as we will be unable to offer 
alternatives. 

 
 

PLEASE NOTE: THIS IS AN APPOINTMENT TO THE OU STUDENTS ASSOCIATION 
AND NOT THE OPEN UNIVERSITY 
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