
 

CUSTOMER SERVICE ASSISTANTS 
  

The Students' Union Help Desk team is responsible for providing a 'one stop shop' for Students' Union services 

and may University related enquiries.  We are seeking outgoing Customer Service Assistants to join the 

Helpdesk Team. 

The role will consist of handling face to face, telephone and email enquiries from students, staff and 

stakeholders within the Students' Union and directing calls to appropriate areas.  It is a "front of house" 

customer service role and the successful candidates will also advice/promote the Students' Union's events, 

special offers and key services. 

Candidates should be able to work under pressure, update an online booking system and support all societies 

groups within the Students' Union.  This will also include some shifts at our Collegiate Crescent Students' Union 

office. 

Good IT skills, excellent communication and organisational skills are essential.  The ideal candidate will be 

flexible and able to work on their own initiative and/or as part of a team. 

This role works perfectly alongside your studies and enables you to add customer service experience to your CV 

and gain confidence as a person as you move forward in life. 

 

If you are interested in this position that we have available please read through the job description and person 

specification and complete an application form and send (as Word documents) to hubsrecruitment@shu.ac.uk 

confirming that you will be attending the Assessment Day.   

 

Closing date for receipt of all applications is 12.00 noon Tuesday 20 August 2019. 

 

The Assessment Day will be held on the Thursday 22nd August 2019. 

The Assessment day will begin at 9.30 a.m. and consist of a group exercise and then, should you be shortlisted 

to the next stage, you will be invited to attend a competency based interview in the afternoon.  Please be 

prepared therefore to make yourself available for the full day should you be required.  The Assessment and 

interviews will be held in the Students' Union building, The HUBS. 
 

 

 

 

If you have any queries, please feel free to contact either Kathryn Brocklehurst on 0114 2254140 or Debbie 
Hydes on 0114 22542 

 

Sheffield Hallam Students' Union is a great place, with a great future - come and join us! 
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