Engagement Assistant (Welcome Desk)
Reports to: Advice Manager
Salary: London Living Wage 
Contract & Hours: Casual. Flexible hours, working around your studies, minimum 6 hours per week. 
Location: MDX House
The Role
Are you friendly, approachable and enthusiastic? Would you like to work as an ambassador for an exciting and innovative Students’ Union, informing students across Middlesex University about our opportunities and services?
Welcome Desk is at the heart of the Middlesex University London campus, and our staff are the first point of contact for students, whether they want to run an activity, buy some merchandise, campaign for change, find out what’s on, or access our Advice Service. As a member of the Welcome Desk team, you’ll support the delivery of a wide range of opportunities and activities and play a crucial role in communicating MDXSU’s messages to the wider student body.
We are looking for someone who is welcoming, outgoing and approachable, delivers high quality customer service to all users, and who works well in a team as well as independently. 
Middlesex Students’ Union is proud to be a London Living Wage employer. We understand that our job opportunities need to be flexible around your studies, and we are committed to providing development opportunities that help you to prepare for wherever your studies and career take you.

Responsibilities
As a member of the Welcome Desk team, you could be fulfilling a variety of different roles and tasks week to week depending on your interests, skills and availability, but the key responsibilities are outlined below:  
· Provide a professional and welcoming service for all stakeholders as the first point of contact for MDXSU, communicating effectively face-to-face, via email and over the phone
· Act as an ambassador for MDXSU and MDX Sport, providing information and guidance to answer queries and signposting students to essential services
· Sensitively and confidentially signposting students to the MDXSU Advice Service and wider Middlesex University support services, providing accurate information and guidance
· Oversee day-to-day retail sales of Middlesex University merchandise, including reporting on sales and stock levels, and supporting with administrative tasks such as stock takes
· Support the delivery of the MDX House social activity programme, including assisting with set up and facilitation of activity, with opportunities to deliver activities based around your own interests 
· Provide general administrative assistance to staff and officers within MDXSU 
· Assist with the day-to-day operation of the space and Students’ Union, including supporting the venue booking process, general administrative tasks, data collection, content creation and other delegated responsibilities
· Adhere to all respective regulations, including GDPR and the protection of student confidentiality 
Person Specification
	Criteria
	Requirement

	Current Middlesex University student, enrolled to study in the 2025 – 26 academic year
	Essential

	Knowledge and Experience

	Experience in a customer-facing role
	Essential

	Experience in sales, promotion, marketing or retail
	Desirable

	Good understanding of the work and services of MDXSU 
	Desirable

	Attributes and Skills

	Passion for supporting fellow students to make the most of their time at MDX
	Essential

	Punctual and reliable
	Essential

	Excellent communication skills, both written and verbal
	Essential

	Confident and friendly, able to make people feel welcome and at ease
	Essential

	Able to work flexibly and manage own workload
	Essential

	Proactive approach to problem solving and ability to work using initiative
	Essential

	Proactive approach to engaging students
	Essential 

	Positive attitude and enthusiasm about Middlesex University and the Students’ Union
	Essential

	Commitment to equal opportunities and working with a culturally diverse student body
	Essential



