
 

Be part of our journey 

ADVICE AND INFORMATION COORDINATOR 
Grade 9   £21,269 per annum (awaiting cost of living review)  

fixed term to end December 2023 
35 hours per week 

 
If you have recent experience of delivering a front facing service in a busy customer focused environment - 

preferably within an advice/information service setting - and are looking to develop your skills in a vibrant and 

forward-thinking organisation, supporting students to have the best experience possible, this is the job for you! 

You will join us in delivering a high quality, welcoming and accessible Advice and Information Service for the 

Students’ Union, providing timely and accurate information and advice to students about the issues that matter to 

them.   

What's the job? 

Covering issues such as student funding, housing, and academic regulations in addition to answering a range of 

enquiries about the Students’ Union, you will be the first point of contact for students - in person, on the telephone 

and digitally.  You will assess the students’ situation and identify appropriate next steps, facilitating smooth referrals 

into other services or providing initial advice and short-term case work where appropriate, all whilst maintaining 

accurate records.  You will develop digital self-help resources and help to promote the service to students and staff 

and work closely with the rest of the team to innovate and continually improve the service we provide.    

 

Who you are 

You are well organised and manage your own performance effectively, able to juggle many different demands whilst 

maintaining high levels of accuracy, quality, and customer service.  Possessing excellent digital and communication 

skills, you will also be self-motivated, enthusiastic, and committed to giving our students a great experience. 

Why apply? 
Apart from being paid for a job you will love, there are other benefits for joining us. We have a culturally diverse and 
progressive atmosphere; you will get generous paid holidays and flexible working patterns. We are professionals and 
take pride in the work that we do but we also do not take ourselves too seriously, so expect a casual dress code and 
work environment. You will also be eligible to apply for a TOTUM (NUS Extra) discount card, accessing a range of 
savings from leading retailers. We also understand the value and importance of our staff continuously developing 
personally and professionally. 

 
We’re committed to equality of opportunity for all. We welcome applications from individuals regardless of their 

race, ethnicity, sexual orientation, religion, age, gender, or disability status. We want to support diverse and 
inclusive work environments and are actively looking for people who share our values. 

 
If you would like any further information or have an informal enquiry about the roles please contact Fran Rhodes, 

Senior Advice and Information Coordinator (f.rhodes@shu.ac.uk) 

 

For further information on how to apply and an application pack, please visit the Sheffield Hallam 

Students' Union website - https://www.hallamstudentsunion.com/jobs-with-shusu/ 

Closing date for receipt of all applications is Tuesday 22 November 2022, 10am 

Interviews currently planned to be held on Tuesday 6 December 2022  
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