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JOB DESCRIPTION
Accommodation Services Assistant 
Vacancy Ref: 


	Job Title:    Accommodation Services Assistant
	Present Grade: 4

	Department/College: Accommodation 

	Directly responsible to: Departmental Officer

	Supervisory responsibility for:   None

	Contacts
	

	Internal:
The post holder is required to liaise with a range of Professional Services staff including:
· Colleges, College Community Assistants and Accommodation Ambassadors
· Students’ Union 
· Student Education and Wellbeing Services
· Other departments within Facilities 
· Global Recruitment, Admissions and Outreach
· Finance
· SPA – Student Programme Administration

	External:
· Lancaster City Council Housing & Health Services
· Prospective students and parents
· City Centre accommodation providers
· Emergency Services
· External marketing companies and partners
· UPP maintenance and administrative teams
· Maintenance and Cleaning Contractors
· Royal Mail/Courier Services
· INTO


	The Accommodation Assistant role will primarily report into the Central Accommodation Team however duties will include providing wider administrative support to Accommodation Managers and Chancellor’s Wharf. 

Major Duties:

Customer Service: 
· Deliver excellent frontline customer service to our busy enquiry lines (email, telephone and in person) giving advice and information to current and prospective students, external agencies, accredited landlords and internal departments.
· Ensure that all aspects of service delivery contribute to a positive student experience

Administration: 
Provide efficient administrative support for day-to-day operation of the Accommodation Team, including:
· Record management and maintenance of administrative systems in line with GDPR
· Maintaining Accreditation Scheme management system, including re-advertising of properties, uploading of related documents to system and website
· Assist with preparation of reports and management information
· Scheduling meetings and taking minutes
· Coordinating in-year access to accommodation e.g. for Offer Holder events, Open Days or maintenance
· Receiving, processing and distributing post and parcels for students living on site

Marketing:
Assist Accommodation Team in promotion, marketing and advertising of both on campus and city accommodation: 
· Managing social media platforms
· Planning and delivering events
· Liaising with divisional marketing teams
· Running surveys, focus groups and workshops for service users

Property Management: 
Assisting as required with the management of the accommodation to maintain the asset:
· Carrying out room inspections
· Identifying and reporting repairs
· Liaising with Cleaning teams regarding housekeeping and student activities to ensure standards of cleanliness are maintained
· Assisting with all aspects of the process of allocating rooms to students in accordance with University Policy and aiming to maximise occupancy and aid retention
· Assist with applying in-year and end of year damage charges and deposit deductions fairly and consistently.  Assisting Accommodation Managers to achieve timely collection and return of deposits, ensuring accuracy and compliance with regulations related to data processing
· Assist Accommodation Manager and College staff in maintaining the safety of buildings and residents
· Assisting with end of year room checking, cleaning and maintenance programmes and preparation for new intake
· Cover for absence and/or assist College and Chancellor’s Wharf Accommodation Managers

To actively participate in any accommodation related projects or events that aim to improve the effectiveness of the department and/or improve the student experience.

To execute any duties that may reasonably be expected of the post holder at the request of line management.





image.png
[.ancaster -
University





 


 


JOB DESCRIPTION


 


Accommodation 


Services 


Assistant 


 


Fixed Term Contract until Sept 2022 or Secondment


 


Vacancy Ref: 


 


 


 


Job


 


Title:    


Accommodation Services Administrative


 


Assistant


 


Present Grade: 


4


 


Department/College:


 


Accommodation 


 


Directly


 


responsible


 


to:


 


Departmental Officer


 


Supervisory responsibility for:   


None


 


 


 


Contacts


 


 


Internal:


 


The post holder is required to liaise with a range of Professional Services staff including:


 


·


 


Colleges


 


·


 


Students’ Union 


 


·


 


The Base and Student Wellbeing


 


Services


 


·


 


Facilities Marketing and Communications


 


teams


 


·


 


Facilities Maintenance,


 


Cleaning and Security


 


·


 


Global Recruitment,


 


Admissions and Outreach


 


·


 


Conferencing, Guest Rooms & Hospitality


 


·


 


Finance


 


External:


 


·


 


Lancaster City Council Housing & Health


 


Services


 


·


 


Prospective students and parents


 


·


 


City Centre accommodation providers: private property landlords and purpose built 


student accommodation


 


providers


 


·


 


Lancashire Police and Fire


 


Services


 


·


 


External marketing companies and


 


partners


 


·


 


UPP


 


·


 


International Study Centre


 


 


 


Major Duties:


 


 


Provide efficient administrative support for day to day operation of central Accommodation Team, including:


 


o


 


Maintenance of all central filing, management and 


administrative


 


systems


 


o


 


Maintaining Accreditation Scheme management system, including re


-


 


advertising of properties, 


uploading of related documents to system and


 


website


 


o


 


Assist with preparation of reports and management


 


information


 


o


 


Scheduling meetings and taking


 


minutes


 


o


 


Coordinating in


-


year access to accommodation e.g. for


 


Offer Holder events, Open D


ays or maintenance 


 


 


 




    JOB DESCRIPTION   Accommodation  Services  Assistant    Fixed Term Contract until Sept 2022 or Secondment   Vacancy Ref:       

Job   Title:     Accommodation Services Administrative   Assistant  Present Grade:  4  

Department/College:   Accommodation   

Directly   responsible   to:   Departmental Officer  

Supervisory responsibility for:    None  

 

  Contacts   

Internal:   The post holder is required to liaise with a range of Professional Services staff including:      Colleges      Students’ Union       The Base and Student Wellbeing   Services      Facilities Marketing and Communications   teams      Facilities Maintenance,   Cleaning and Security      Global Recruitment,   Admissions and Outreach      Conferencing, Guest Rooms & Hospitality      Finance  

External:      Lancaster City Council Housing & Health   Services      Prospective students and parents      City Centre accommodation providers: private property landlords and purpose built  student accommodation   providers      Lancashire Police and Fire   Services      External marketing companies and   partners      UPP      International Study Centre    

  Major Duties:     Provide efficient administrative support for day to day operation of central Accommodation Team, including:   o   Maintenance of all central filing, management and  administrative   systems   o   Maintaining Accreditation Scheme management system, including re -   advertising of properties,  uploading of related documents to system and   website   o   Assist with preparation of reports and management   information   o   Scheduling meetings and taking   minutes   o   Coordinating in - year access to accommodation e.g. for   Offer Holder events, Open D ays or maintenance       

