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JOB DESCRIPTION 
Chancellor’s Wharf Accommodation Officer 
Vacancy Ref: ​1200-24
 
	Job Title:	​Chancellor’s Wharf Accommodation Officer 
	Present Grade:	​5

	Department/College:		​Accommodation ​ 

	Directly responsible to:		Accommodation Departmental Officer​ 

	Supervisory responsibility for:	​Occasional Temporary Staff​ 

	Other contacts 
 

	Internal: 
​​The post holder is required to liaise with a wide range of administrative and support staff including: 
· ​College teams; Managers, Deans, Advisory teams
· ​Facilities maintenance, cleaning and Security 
· All sections within Student Education Services division 
· ​ISS 
· ​Finance 
· ​Safety Office 
· ​Admissions and Recruitment
· ​​Administrative and academic staff in Faculties​ 

	External:   
· Maintenance and cleaning teams / contractors
· ​Prospective students, parents, guests and visitors 
· ​​Local Authority 
· ​Circuit Laundry
· ​INTO 
· ​City centre accommodation providers 
· ​Emergency Services agencies​ 
· Canal and Rivers Trust

	The Accommodation Officer will work predominantly from Chancellor’s Wharf, but also as part of the Central Accommodation office team on main campus, to provide a friendly professional and customer orientated frontline service to students.  The frontline nature of the role means that in person presence is expected during all working hours.

Duties will include:

Delivering excellent customer service;
· Provide a welcoming reception service; dealing with a range of queries from a diverse student population, in person, by telephone, Teams and email, finding solutions to the varied problems which enquirers may bring.
· Receiving, processing and distributing post and parcels for students living on site.

Supporting a healthy living environment:
· Create and support the student community; proactively seeking opportunities to welcome and support students, creating opportunities for social interaction and activity either face to face and/or via social media.
· Liaison with on campus College staff and other campus services to promote wellbeing of students, prevent anti-social behaviour and find effective resolution to issues that do arise.
· Promote community culture of commitment towards health and wellbeing.

Maintaining Safety and Security:
· Maintain accurate and up to date records, complying with General DataProtection Regulations.
· Ensure accommodation and facilities are kept safe and secure eg monitor door access and alarm systems.
· Support Security and other staff in emergency situations; responding to alarm activations or incidents, liaising with emergency services.
· Control and custody of all keys and door entry system.

Property Management:
· Maintain building as asset carrying out inspections, identifying and reporting faults.
· Liaising with cleaning teams and working with students to ensure levels of cleanliness are maintained internally and externally.
· Ensure residents’ understanding of Terms and Conditions of Residence
· Support line manager in debt chasing procedures.
· Applying in year and end of year deposit deductions fairly and consistently; working with line manage to achieve timely collection and accurate refund of deposits.
· Assist line manager in allocation of rooms to students in accordance with University policy and aiming to maximise occupancy and aid retention.

 Additionally:
· Participate in marketing and promotional events for all accommodation eg Open Days, Housing Fairs and Offer Holder Events
· Have a flexible approach to working eg covering for other areas of the Accommodation Service on or off campus to meet customer need.

To undertake any reasonable duties as requested by line management.
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