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Welcome 
Thank you for your interest in City, University of London Students’ Union (the Union) 
and becoming an Academic Advisor. This pack contains an overview of the Union, the 
role and information on how you can apply. 
 
The Union exists to represent all 19,000 of our members - every City student. We’re 
run by students, for students, and provide support, representation, advice and 
activities throughout the good times and the tough times. 
 
We’re governed by a board of ten Trustees, who work alongside our student Officers, 
small staff team, and hundreds of student volunteers to run a thriving and active 
students’ union in the heart of London. The Union has gone through continual 
development over the past two years after recruiting a number of staff to re-energise 
the Union. It’s an exciting time for us, with a new strategic plan, rebrand and new 
physical space for our services. 
 
This is a great opportunity to take on an essential role in a developing and dynamic 
charity committed to changing lives and we look forward to your application. 
 
 

 

Philip Gilks 
Chief 
Executive 

Saqlain Riaz 
Board of 
Trustees 
Chair 20/21 
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About Us 
With a rich history spanning over 100 years, City, University of London Students’ 
Union is the primary organisation representing the views of over 19,000 students at 
City, University of London to the institution and beyond. 
 
With three Full-Time Student Officers, a small team of permanent staff and the 
involvement of student volunteers, the Union is at the heart of activity for students. 
The Union delivers a range of services and support for its members, from independent 
academic and money advice to supporting our Programme Reps to enhance their 
course, to promoting the employability and development of students through our 
Student Activities department. The Union also runs a Shop which sells a range of 
products, including ethically sourced University branding clothing, merchandise, 
confectionary and stationary. 
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Our Vision, Values & Strategy 

The Unions strategy launched on 1 August 2019 and sets the direction until 2022. The 
key headlines are: 

Vision 
You have a great time as a student at City and when you graduate you believe your 
time here has given you the skills and experiences to achieve your goals. 

Mission 
The Students’ Union will empower student success, with services and support that 
enhance your time at City and beyond. 

Values 

We listen, learn and lead. 

Our values define our approach and culture, we’ll demonstrate them in our behaviour 
by:  

• Asking the questions that matter; how does it feel to be a student at City? 
How can your experience be improved?  

• Questioning our work, asking; are we working in the most effective way? Is 
there a better way? We thrive on finding innovative ways to tackle the issues 
you raise that present barriers in order to add value to your experience at 
City. 

• Not fearing failure; we try new things in the knowledge that not everything 
will work first time. What matters is learning from our experience and 
constantly seeking to improve. 

• Evidence underpinning what we do; from our experiences, learning from 
others and from listening to you. 

More Information 

For more information on the Union strategy, visit www.citystudents.co.uk.  

http://www.citystudents.co.uk/
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Who Are We Looking For? 

We are looking for a professional, passionate and enthusiastic Academic Advisor to 
provide free, impartial and confidential advice and advocacy on a range of issues to 
students. 
 
The successful candidate will have excellent communication skills and the ability to 
influence a diverse range of people; they will have knowledge and experience of 
supporting clients within an academic, support or advice environment; a proven 
track record in keeping effective and confidential records and be able to 
demonstrate a commitment to maintaining high levels of customer service. 
 
The Union Advice service at City has been on a big journey over the past 18 months 
and is currently at a key stage in its development. This role will be a key player in our 
Advice team, supporting the team and development of the service, including 
contributing to maintaining our recent Advice Quality Standards (AQS) kite mark and 
the playing a part in the launch of our Money Advice Service. 

Equality, Diversity and Inclusion Statement 

City, University of London, and the Students’ Union are committed to promoting 
equality, diversity and inclusion in all activities, processes, and culture. This includes 
promoting equality and diversity for all, irrespective of any protected characteristic, 
working pattern, family circumstance, socio-economic background, political belief or 
other irrelevant distinction.  
 
Whilst all applicants will be judged on merit alone, we particularly welcome 
applications from people of colour, as this group is currently under-represented 
within the Union. 

Our Race Equality Work 
As part of a wider inclusivity agenda, the Union has an internal Race Equality 
Working Group made up of staff from across the Union. The purpose of the group is 
to improve representation, progression and success of people of colour within 
Higher Education and the Students’ Union sector. 
 
To find out more about this work, please see our site: 
https://www.citystudents.co.uk/about-us/raceequalityhub/  
 

    

https://www.citystudents.co.uk/about-us/raceequalityhub/


 
 
6 
 

 

Role Profile 

Post:    Academic Advisor  
 
Department:   City, University of London Students’ Union 
 
Grade:    4 (£25,941 - £29,176) 
 
Tenure:   Full Time 
 
Responsible to:  SU Advice Manager 
 
Responsible for:  Occasional Student Staff / Student Volunteers 
 

Job Purpose 

1. To provide professional, free, impartial and confidential advice on a range of 
academic issues to City students 

2. To support the ongoing development and high quality standards of the Union 
Advice service 

3. To contribute to the Union Advice team strategic and operational planning and 
delivery 

Principal Accountabilities 
1. To provide professional, free, impartial and confidential advice on a range of 

academic issues to City students 
• To undertake and manage academic casework for the Union, ensuring that it 

provides appropriate, accurate, confidential, independent and comprehensive 
advice to students. 

• To ensure the provision of high-quality advice and information on a range of 
academic related matters including academic appeals, academic misconduct, 
complaints, disciplinary, extenuating circumstances and fitness to practice 
issues. 

• To maintain accurate and timely case notes and collect information for the 
creation of output/impact reports based on the service provision. 

• To build and maintain relationships with Union staff, University departments, 
external stakeholders and other bodies as necessary. 

• To keep abreast of developments in the Higher Education sector and within the 
University, ensuring reference material is up-to-date. 

• To contribute to the delivery of workshops and/or materials to promote student 
awareness on key issues. 

• To support the Money Advice Service, including assessing and distributing funds 
for the Short Term Loan scheme as required. 
 

2. To support the ongoing development and high quality standards of the Union 
Advice service 
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• To deliver a customer focused service for all users. 
• To contribute to the continued Advice Quality Standards (AQS) kite mark 

standards. 
• Assist the SU Advice Manager in the development of creative strategies to drive 

engagement and impact in the service. 
• To lead the involvement of students in the ongoing development of the Advice 

service, including research and volunteering. 
• To assist in the development of feedback systems to ensure the Advice service 

meets the needs of students. 
• To assist in the production of materials and campaigns to ensure effective 

communication of the advice service to the diverse student body.  
• To ensure that the service provides a customer focussed service for all users. 
 
3. To contribute to the Union Advice team strategic and operational planning and 

delivery 
• Support the development and implementation of operational plans within the Team 

that contribute to the Union’s overall strategy. 
• Enhance and develop activity within the Advice Team, identifying new areas for 

expansion where possible. 
• Facilitate and deliver all the processes involved in giving Advice to students. 
• To support the teams working with the Communication and Marketing department to 

ensure the day to day news features, campaigns and significant achievements and 
decisions are shared properly across the different media platforms. 

• To attend and contribute to the Union’s Strategic Priority Groups, reporting back and 
progressing projects as needed. 
 

General 
• To support the delivery of Sabbatical Officer and relevant Part-time Officer manifesto 

pledges across the year as needed. 
• To adhere to all relevant Union policy, procedures and governing documents at all 

times. 
• To actively demonstrate commitment to equality, diversity and inclusion and race 

equity. 
• To undertake appropriate training and development as required for the role. 
• To undertake any other duties appropriate to the role, role grade and organisation, 

within their competence as required by management.  
• To provide operational cover or support for colleagues including absence and periods 

of peak workload as required. 
• To treat any personal, private or sensitive information about an individual or 

organisations and/or clients or staff confidentially in line with GDPR compliance. 
• To actively engage in student-facing projects and activities of all kinds as required. 
• Work independently and be administratively self-supporting. 
• To supervise temporary student staff, or volunteers where necessary. 
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Context 
This post is designed to support the provision of a professional and effective advice 
service for our membership. The post holder will be expected to create an 
environment which creates a culture of excellence in customer service, where 
customer needs and expectations are identified, measured and met or exceeded at 
all times.  
 
Attendance at conferences and meetings, both internal and external, will be 
necessary. The post holder will be expected to assist in key events throughout the 
year e.g. Fresher’s Fair, Elections, Balls and other key or special event.  
 
Hours of work will also vary depending on operational requirements and periods of 
peak activity.  
 
Staff are expected to portray a positive image at all times, both internally and 
externally of the Union by displaying high standards of service, integrity, punctuality, 
politeness and professionalism. 
 
The post holder will have to be pro-active, flexible and have an ability to prioritize a 
varied and demanding portfolio of work. 
 

Benefits of Work at City Students’ Union 
• 30 days annual leave per year, bank holidays, plus University closure days. 
• Monthly Union team social events (currently virtual). 
• Flexible working arrangements. 
• Access to training through City’s Organisational Development programme; 

access to LinkedIn Learning; plus opportunity to complete training with Advice 
UK and WiserAdviser. 

• Access to Care First, City’s Employee Assistance Programme for staff 
counselling. 

• Enrolment into the London Pensions Fund Authority (LPFA) pension scheme. 
• Access to the cycle to work scheme. 
• Staff membership rates for CitySport facilities. 
• Interest free travel season ticket loans. 
• Free eye tests on site through City’s Optometry Department. 
• Access to staff discounts via Eden Red and Totum. 
 

Covid-19 and Working Arrangements 
Due to Covid-19 the Union team have been working remotely since March 2020, 
with some limited activity being delivered on campus over September and October. 
Following ongoing and recent Government guidance the Union does not expect 
staff on site until circumstances change. 
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Additional Information 
• The post holder must at all times carry out their responsibilities with due 

regard to the University’s Equal Opportunities Statement 
• The post holder must accept responsibility for ensuring that the policies and 

procedures relating to Health and Safety in the workplace are adhered to at all 
times. 

• The post holder must respect the confidentiality of data stored electronically 
and by other means in line with the General Data Protection Regulation. 

• The post holder must carry out their responsibilities with due regard to the 
non-smoking environment of the University 

• Sustainable Development 
The University is committed to a policy of best practice to assist in building a 
sustainable way of life by taking a positive, solutions-orientated approach. All 
post holders are encouraged to contribute through their roles to improving the 
environment, for the University and the wider community.  
Details of policy, information and staff development supporting the policy on 
the environment and sustainability can be found at www.city.ac.uk/green-
policies. 

 
The above list is not exclusive or exhaustive and the post holder will be required to 
undertake such duties as may reasonably be expected within the scope and grading 
of the post. All members of staff are required to be professional, co-operative and 
flexible in line with the needs of the post, Department, School and the University. 
 
Job descriptions should be regularly reviewed and at least prior to the annual 
appraisal, if applicable or on a regular basis to ensure they are an accurate 
representation of the post. 
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Staff Structure 

 
 

Chief Executive
Philip Gilks

SU Marketing and 
Communications 

Manager 
Christopher Moore

Design and Comms 
Coordinator

Josh Devaughan

Social Media Assistant
Grace Andrews

SU Head of Finance and 
Operations

Margaret O’Donnell

Admin and Finance 
Coordinator (Mon-Weds)

Magda Knitter

Deputy Chief Executive
Hannah Roberts

SU Advice Manager
Christabel Carter

Academic & Money 
Advisor

Roisin O'Brien

Academic Advisor
Vacant

Academic Advisor
(0.6 FTE)

Tim Robbins

SU Activities & 
Development Manager

Mark Riley

Student Societies 
Coordinator
Nancy Turner

Customer Services 
Assistant (0.8 FTE)

Yasmin Gutin

SU Representation and 
Democracy Manager

Angelo Weekes

Representation and 
Democracy Coordinator

Raquel Marques

Representation Assistant
Jonathan Otter

Membership Insight 
Coordinator
Ryan Ginger

Governance Coordinator
Gabriel Chin

President
Saqlain Riaz

VP Education
Ruqaiyah Javaid

VP Community & 
Wellbeing

Shaima Dallali
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Candidate Specification 

Criteria Essential 
(E)/ 
Desirable 
(D) 

Assessment 
(Application  
/ Interview 
/ Exercise) 

Qualifications and Knowledge 
Good knowledge and experience of academic 
issues effecting students in Higher Education 

E A, I 

Experience 
Relevant experience of working in an academic 
support role or advice role, providing face-to-
face support and ongoing case working with 
clients 

E A, I, E 

Experience of using Case Management Systems 
to maintain accurate case notes and other 
records 

E A, I 

Experience of using own initiative for problem 
solving in a professional context 

E A, I 

Skills and Abilities 
Information gathering skills, including acquiring 
knowledge of relevant legislation along with 
changes to policy that may affect students 

E A, I 

Good analytical skills and ability to process 
complex paperwork and situations and present 
information clearly and concisely in writing or 
verbally 

E A, I, E 

Ability to establish working relationships with a 
wide range of stakeholders 

E A, I 

Ability to assess client needs, responding 
confidently and appropriately 

E A, I 

Ability to work independently and to prioritise a 
busy case/work load 

E A, I 

A willingness to learn new skills as required and 
to undertake appropriate training 

E A, I 

Ability to work with minimum supervision, meet 
deadlines and deal with multiple demands 

E A, I 

Demonstrable commitment to equality of 
opportunity and race equity 

E A, I 
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Salary and Conditions of Service 

Staff of City Students Union are employed by City, University of London on behalf of 
the Students’ Union, to perform such functions as are agreed by the Trustee Board 
and will be subject to the normal terms and conditions of employment and policies of 
the Institution. The salient features of conditions of service for Clerical and Certain 
Related Administrative staff are as follows: 
 

• Salary: will be within the range of £25,941 - £29,176 per annum. This is on 
Grade 4 of the salary scales for Clerical and Certain Related Administrative staff.  
Applicants will normally start at the bottom of the salary range.  

• Annual Leave is 30 days, plus 8 statutory and 3 additional days during the 
Christmas holiday period. 

• You will be automatically entered into the pension scheme with the option to 
opt out. 

• All offers of appointment are subject to City, University of London receiving 
satisfactory references and medical clearance. 

• All posts at City, University of London are subject to reasonable adjustment 
under the Equalities Act (2010). 

• All appointments at City, University of London are subject to a probationary 
period. 

• The appointment is terminable by one month’s notice on either side. 
 

Further Information 
We operate a no smoking policy. 
 
City, University of London offers an excellent pension scheme, generous leave 
allowance, season ticket loan, a good working environment, and access to our 
student fitness and social facilities. 
 
City, University of London confirms its commitment to equal opportunities in all its 
activities.  It is intended that no job applicant or employee will receive less favourable 
treatment on the grounds of political belief, sex, sexual orientation, disability, marital 
status, race, nationality, ethnic origin, religion or social class.  Selection and 
promotion criteria will be kept under review to ensure that individuals are treated on 
the basis of the job requirements and on their relevant personal merits, and are not 
disadvantaged by conditions or requirements, which cannot be shown to be 
justifiable. 
 
If you have a disability and are interested in this post, your application is welcomed.   
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How to Apply? 
Applications Close: Sunday 31 January 2021, 23:59 
Interview Date: Thursday 11 February 2021 
 
To apply for this job, please submit a cover letter detailing your suitability for the 
role that is no longer than 2-sides of A4. 
 
Additionally, all applicants are asked to complete this Equality, Diversity & Inclusion 
monitoring form as part of their application: 
https://cityunilondon.eu.qualtrics.com/jfe/form/SV_cFQbtdEfyQcLmwl  
 
All applications for City Students’ Union roles are administered by City, University of 
London Human Resources Department.  
 
Please follow the link below to apply for this role: 
https://www.city.ac.uk/about/working-at-city   
 
-- 
 
If you have any questions regarding this job, or would like an informal chat about 
your application please contact Christabel Carter, SU Advice Manager – 
Christabel.Carter@city.ac.uk or 0207 040 5617. 
 

https://cityunilondon.eu.qualtrics.com/jfe/form/SV_cFQbtdEfyQcLmwl
https://www.city.ac.uk/about/working-at-city
mailto:Christabel.Carter@city.ac.uk
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