
 
 

Job Description 
Job title: 
 

Information Assistant 
(full-time)  
Fixed term for one year 

Department/School: 
 

Careers Service 
 

Grade: 
 

4 
 

Location: 
 

Virgil Building, city centre 
 

 
 
Job purpose 
 
The Information Assistant contributes to the provision of careers information services 
for students, graduates, employers and university departments. Services are delivered 
through our enquiry desk, our library of information resources, our website and our 
client relationship management system. The postholder reports to the Information 
Services Manager for these duties. 
 
The postholder will also assist the Employer Services Team with occasional 
administrative support for events taking place at the Virgil Building.  

 
 
Source and nature of management provided  
The post-holder reports to the Information Services Manager. 

 
Staff management responsibility 
N/A 

 
 
 
Special conditions  
 Participation in University Open Days may be required – two of these currently take 

place on a Saturday. 
 The post is based at the Virgil Building in the city centre. Please note that there is 

not a staff car park. The postholder will also be required to work occasionally at the 
main Claverton Down campus. 

 
  



Main duties and responsibilities  
 
  Dealing with enquiries from students, graduates, 

employers, university staff and others (in person, by 
telephone or email), both on a rota basis and as 
required. 

 Reviewing, editing and creating employer vacancies for 
online publication. Includes direct querying and clarifying 
of details with employers.  

 Actioning login requests submitted by employers.  
 Contributing to the annual updating of information 

resources including editing in Word, Adobe Acrobat and 
the University’s web management system. 

 Contributing to the checking of links and content in all 
Careers information to ensure accuracy. 

 Assisting with the creation of engaging Careers Service 
branded imagery e.g. posters, infographics and social 
media content (we currently use Canva as our design 
tool). 

 Assisting with the creation and delivery of marketing 
campaigns for specific services and resources, including 
scheduling posts on our various channels (Facebook, 
Twitter and Instagram). 

 Assisting with the creation and editing of video content. 
 Contributing to the development and maintenance of the 

management information system used for employer 
administration and vacancy handling (currently 
CareerHub) and problem-solving as the need arises. 

 Checking and cleaning CareerHub data, as required.  
 Regular downloading and basic analysis of CareerHub 

reports using MS Excel and Power BI. 
 

Other duties 
  Supporting administration for Careers Adviser and 

Employer events. 
 Occasionally meeting and hosting visiting employers for 

events taking place at the Virgil Building. 
 Contributing to the delivery of events including careers 

fairs, open days and freshers’ events. 
 Assisting with deliveries of publications. 
 Administering mechanisms to collect feedback from 

students attending events and monitoring service levels. 
 Assisting with finance administration, such as raising 

Requisitions and Purchase Orders. 
 Taking of minutes and distribution of agendas for 

monthly staff meetings on a rotational basis. 
 Assisting with the ordering of stationery, as required. 
 Ad hoc work to assist with tasks relating to destinations 

of graduates and the Graduate Outcomes survey. 
 Assisting with the departmental parking space 

reservation system. 
The postholder will occasionally be required to undertake other duties of a similar 
nature as reasonably required by your line manager, the Destinations Survey 
Manager, Employer Services Manager or by the Head of the Careers Service. 



 

Person Specification 

Criteria Essential Desirable 

Assessed by 

A/F I/T R 

Qualifications 

Good secondary education including A 
Levels or equivalent 
qualifications/experience 

X  X   

GCSE grades C or above in Maths and 
English, or equivalent 
qualifications/experience 

X  X   

 
Experience/Knowledge 

     

Knowledge of current issues in Higher 
Education and the issues faced by students 

 X X X  

Knowledge of the graduate market, 
including key employers and graduate 
occupations 

 X X X  

Experience in a customer-facing 
environment 

X  X X  

Experience of social media marketing  X X X  

Experience of creating and editing video 
content 

 X X X  

 
Skills 

Excellent verbal communication skills, 
including the ability to listen, question and 
explain, including the ability to adapt 
communication approach to suit the 
audience 

X  X X X 

Ability to deal professionally and confidently 
with our stakeholders at all levels 

X  X X X 

Proficient written English, including 
grammar, spelling and punctuation  

X  X X  



Criteria Essential Desirable 

Assessed by 

A/F I/T R 

Extensive skills with Microsoft Office 
packages, including Word and Excel 

X  X X X 

Ability to write and edit content for the web  
 X X X  

Understanding of the internet as an 
information source, and competency in 
using the internet to find specific information 

X  X X  

Willingness and ability to learn new 
software skills as required, including 
specialist student records software and 
financial software 

X  X X X 

Ability to manipulate and analyse large 
spreadsheets with accuracy and confidence  X X X X 

 
Attributes 
Capacity to work flexibly and cope with 
competing and fluctuating demands, and to 
identify priorities whilst managing time 
effectively 

X  X X X 

Accuracy, consistency and excellent 
attention to detail with information and data 
tasks whilst maintaining productivity and 
delivering high standards 

X  X X X 

Excellent interpersonal skills and a 
professional attitude 

X  X X  

Effective team worker with a cooperative 
approach 

X  X X X 

A logical and systematic approach to tasks 
and positive attitude to solving problems X  X X  

Code: A/F – Application form, I/T – Interview/Test, R – References 

Hours & Conditions 

The post is full time, which equates to 36.5 hours per week, worked Monday to Friday over 
the full year. There is some flexibility regarding exact hours in tandem with other staff in the 
team to provide cover for service delivery during opening hours. The post is not suitable for 
job-share. 

Occasionally, longer hours may be needed at peak times, such as in the autumn, for which 
time off in lieu will be available. The opportunity to take leave may be restricted during the 
busiest periods which are currently October and November. 


