
Join our
team

Step Into Management Development Scheme
Guild Coordinator



Three years ago, as a brand new charity with one staff member and one sabbatical officer,
we set out on an audacious journey to become one of the best students’ unions in the
country. In that time we’ve grown from a basement under the stairs, to the heart of student
life at University College Birmingham.

We’ve spent this year shaping a truly exciting, and we think ground breaking, strategy for
the next three years. One with friendship and belonging at the heart. One of our new
initiatives is our Step into Management Development Scheme. I'm delighted that we are
able to launch this pathway from coordinator to manager, with a structured support
program, training and staff development right at its core. If you join us, we hope you will go
on to brilliant careers in the student movement, taking UCB Guild's great work with you.

This is a genuinely exciting time to join a new, values-driven, Students’ Union in a modern
University with huge determination to be amongst the best. We have the opportunity to
innovate and experiment in student representation, campaigning, community building and
lifelong learning, to create a students’ union for the future. 

We’re looking for two exceptional team members who want to develop senior careers in
students' unions, who are passionate about our mission, and excited to join the journey
we're on. If you buy into what we’re trying to create, we’d love to receive an application
from you.  

Thank you so much for your interest in
joining the team at the Guild

Sarah Kerton
Guild Director

572% STUDENTS SAY THE GUILD
RECOGNISES THEM FOR

WHO THEY ARE

INCREASED STUDENT
PARTICIPATION BY

GOING FROM 150
ENGAGED STUDENTS

IN 2019 TO 1008
TODAY

NSS Q26 
61.5%
A 20% INCREASE IN THREE
YEARS, FROM THE BOTTOM
HALF OF UNIONS TO 2ND

IN THE REGION

84%
WE'RE PROUD OF OUR

LIBERATION COMMUNITY
BUILDING WORK LEADING

TO THIS
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University College Birmingham is a special place. We bake cakes
and we build businesses, we're make up artists and we're
mixologists. Like the Jewellery Quarter where we're rooted, we
take the raw materials of our city and turn them into precious
goods. 

It’s a team effort. Staff and students, working and learning
together. That’s where the Guild comes in. Our professional staff
team work to provide students with the skills, tools and hype, but
really – it’s all about them. The heart of the Guild is the hundreds
of students who volunteer their time every week to run societies,
represent their coursemates and form strong communities to
shape the world around them.

Run by students, for students - the Guild exists to build a vibrant,
inclusive and welcoming home for every student at UCB. So that
students can lead the way together, and forge a better future.

Our Mission

About Us

Together, we forge a better future for all
through strong student communities

Our Vision
To build a vibrant, inclusive and welcoming

home for every student, so UCB students leave
at their personal best

Our Team Values
We are proud - We serve for our mission
We are excited - We are kind and caring

We are dependable
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The Guild is run by students, for students. Every March, students elect their Executive Officer
Team for the next academic year. Two officers - the President and Vice President - take a
sabbatical year from their studies to work for the Guild full time. Our other officers are
volunteers, who form part of the team alongside their studies. Together, they lead the political
and campaigning side of our work, represent students to the University, and ensure our priorities
are aligned to students' needs.

Our Executive Team

Our Structure

Trustee Board
Executive Team

Guild Director

Head of Student
Communities

Head of
Operations

Guild
Coordinator (x2)

Student Staff
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Job Title
Step into Management Development Scheme - Guild
Coordinator

Department Student Communities / Operations

Rate of Pay
£19,460 - potentially rising to £22,605 subject to successful
progression

Report to Head of Student Communities / Head of Operations

Contract 2 years, fixed term

Closing date for
applications

2pm, Friday 22nd April 2022

Interview Date Week commencing 2nd May 2022

The Role

Guild Coordinator

This role will give you the opportunity to take the passion, experience and
drive developed in your previous experiences – whether in work or in
volunteering – and match that with professional working skills
development, coaching and training, through a 2 year structured
development program as a Guild staff member.

IN YEAR 1: You’ll work all across the Union. From leading on elections to learning about
management accounts, developing great social media engagement to learning how to run a
Union shop. 

Working alongside our absolutely brilliant staff team, you’ll try out everything at every level
within the Guild, learning how to build student communities, run operations and make a
Students’ Union thrive. 

You’ll get personalised coaching and support from our experienced staff team, the
opportunity to access accredited qualifications through University College Birmingham, and
we’ll arrange for you to have a senior Students’ Union professional as a mentor. 
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IN YEAR 2: You’ll start to specialise in the areas that really interest you. You’ll gain some
hands on management experience, learn how to lead a team and undertake a placement in
a different Union, the University or even an external youth organisation or charity,
depending on where your future career interests lie. 

We’ll do everything we can to match the experience you have with the needs of your future
career ambitions. You’ll keep on with your coaching, your mentoring and any qualifications
you’re taking. 

After two years, you’ll be ready to step up into management in a students’ union, youth
organisation or charity.  

What are we looking for?
This looks a lot like a graduate training scheme – but in one important way,
it is not. You do not need to be a University Graduate in order to get a place
with us. 

We are less interested in your qualifications than in your ambitions. What matters the most
to us is your commitment to learning and growing, and your potential to develop your skills
and experience through hard work, with our support and guidance. We’ll match whatever
you put in. 

We’re looking for two brilliant team members who first and foremost are completely
committed to the mission and values of UCB Guild. You’ll be really interested in forging a
better future for students and young people, and you’ll want to develop your skills and
experience so that you can contribute towards building a better world for everyone. 

While you’ll get experience of the widest range of Guild work, we’re looking for one person
who right now is interested in developing a career in an area based within our Student
Communities department – this could be in something like community organising,
campaigning, befriending services or a student activities role.

We’re looking for another person with an interest in a career within an area in our
Operations department – this could be an interest in developing a career in communications
and marketing, HR, finance, organisational governance or commercial services.
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Person Specification 

Area Specification (Essential/Desirable)

Knowledge
The ability to demonstrate a broad understanding and interest in at least
one area of importance to the Guild, in either the Student Communities
or Operations departmental areas

E

A basic understanding of people management processes, especially
around personal and professional development

E

Knowledge of the broad vision, mission and goals of UCB Guild E

Knowledge of how understanding the impact of your work helps you to
focus your efforts

E

Delivery
Experience of working with others in building community to positive
outcomes

E

The ability to work with little to no instruction on day-to-day work, and
with general instructions on new assignments

E

Able to take end to end responsibility for delivering projects of medium
complexity, such as a campaign week or a social media promotion

E

The ability to identify and solve problems of diverse scope with your
own initiative and problem solving skills

E

Can demonstrate experience of identifying and solving future problems,
before they got any bigger

D

Experience of analysing and solving complex issues through data
analysis, identifying solutions and implementing them

D
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Area Specification (Essential/Desirable)

Comms &
Leadership

The ability to communicate decisions to the right people, at the right
time, in the right format, demonstrating increased self-sufficiency in this
area

E

Experience of mentoring teams as a team leader, whether formally in
work/volunteering or informally in a community setting, through shared
learning or sharing best practices

E

Personable and friendly – able to inspire students to get involved, form
community and take action.

E

Proactively able to identify problems or issues within their own and
adjacent work, and communicating that early on to support
improvements

E

A team player who looks to get the best out of themselves and each
other, taking shared responsibility in making good things happen

E

Learning &
Growing

Takes the initiative and responsibility for learning how to solve own and
adjacent issues

E

Extremely committed to personal and professional development, with
demonstrable examples of learning journey to date

E

A deep understanding and buy-in to the mission, vision and values that
underpin a students’ union with the ethos of UCB Guild.

E

Researches and proposes new tools to develop own and team learning D
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How to apply

Please complete the application form available from
www.ucbguild.co.uk/your-union/jobs

Applications must be submitted to guild.recruitment@ucb.ac.uk by 2pm on
Friday 15th April 2022.

For an informal conversation about this opportunity, please contact Cassie
O'Boyle, Membership Services Manager at cassie@ucbguild.co.uk
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