
M
aking life better 

for students at Bucks



We believe passionately that people are the most important 
part of any business and Bucks Students’ Union is no different.

We are a dynamic organisation that is committed to supporting staff 
and student leaders in their personal and professional development. 
We promote a fun, creative and flexible working culture where our 
team feels valued, inspired and empowered to innovate for the 
benefit of our members.

We consistently seek to attract and retain staff and develop student 
leaders who share our values, have a genuine enthusiasm and 
commitment alongside the key skills and experiences that will 
help us achieve our organisational goals, role modelling positive 
behaviour and acting as ambassadors for our organisation.

We are ranked in the Top 5 students’ unions in the UK, are a Real 
Living Wage Employer, a Mindful Employer and have achieved the 
highest standards in accreditation for Fairtrade, Green Impact, Best 
Bar None and Quality Students’ Unions.

Our rewards package provides over 40 days paid annual leave 
each year as well as a competitive pension, extensive development 
opportunities, wellbeing support and discount schemes amongst 
other benefits!

We are committed to tackling inequality and offer a ‘guaranteed 
interview scheme’ for applicants of colour and/or applicants with a 
disability. If you have a disability and/or are a person of colour and 
you meet the criteria of a role description and person specification of 
a role, please select the ‘guaranteed interview scheme’ option on the 
application form.
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In the 2024 Employee Engagement  
Survey, we are rated sector leading in the 

categories of equality, diversity and inclusion, 
leadership, learning and development, reward 

and employee wellbeing



Welfare Advisor
Job Description

Job title: Welfare Advisor

Location: High Wycombe Campus

Grade/Salary: Grade E: £29,588-£33,002 

Contract type:	Permanent

Hours: Full-time (based on a 37-hour working week, Monday to Thursday, 9am-
5pm and Friday 9am-4.30pm) with the flexibility to occasionally work outside 
the core hours

Main Purpose of the job:

To conduct appointments with students presenting a range of welfare concerns, 
both specialist and general in nature. You will be responsible for providing 
appropriate advice, support, and representation, and where necessary, making 
referrals to relevant internal departments or external agencies. This position 
is primarily based at our High Wycombe campus, with a particular focus on 
supporting students enrolled on programmes there.

Department:

Membership Services

Responsible to: 

Student Experience and Advocacy Manager
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MAIN DUTIES AND RESPONSIBILITIES:  
(IN NO PARTICULAR ORDER)

Advice

1.	 To assist and represent individual students with 
general academic or course problems, liaising 
with appropriate University staff as necessary.

2.	 To be familiar with the relevant University 
regulations and procedures, to assist, and, where 
necessary, represent students, subject to formal 
University procedures.

3.	 To be familiar with current legislation relevant 
to student support, hardship funds and welfare 
benefits. To advise on matters relating to student 
financial support, to liaise with external bodies 
and where necessary, to represent students in 
matters of dispute.

4.	 To be familiar with, and give advice on council 
tax, national insurance, and income tax as it 
affects students.

5.	 To assist students with supporting 
documentation for both internal and external 
financial support, in accordance with procedures.

6.	 To provide advice to students with budgeting 
and debt problems.

7.	 Liaising with and referring to other specialist 
advice services where necessary.

8.	 Addressing groups of students for inductions and 
any other occasions where it would be useful 
to talk to a group of students re the work of the 
Advice Centre or other related area.

9.	 To be familiar with and provide advice on current 
housing law. To liaise, and, where necessary, refer 
to, the appropriate University staff and external 
agencies to assist and represent students 
experiencing accommodation problems, 
including problems relating to Halls of Residence.

10.	 To be familiar with current immigration law 
as it affects students. To provide a general 
information and signposting service to students 
with problems relating to immigration matters, 
liaising with, and referring to specialist agencies 
as appropriate.

11.	 To ensure, in consultation with the Student 
Experience and Advocacy Manager, the 
maintenance of contact and good relations with 
relevant external advice agencies and services, 
including those services provided by the 
University.

12.	 To prepare, in liaison with the Student Experience 
and Advocacy Manager, material for handbooks, 
leaflets, posters, press releases, the website and 
campaigns on matters affecting students as 
necessary. 

13.	 To maintain appropriate casework records.

14.	 To be prepared to work flexibly around the 
Advice Centre’s opening times and seasonal 
fluctuations in workload.

15.	 To undertake advice sessions at any of the 
University sites, as necessary.



MAIN DUTIES AND RESPONSIBILITIES:  
(IN NO PARTICULAR ORDER)

Additional Duties 

1.	 To contribute to the aims of the Union supporting 
other staff and departments, working on cross 
departmental projects and from time to time 
helping where required to ensure the Students’ 
Union fulfils its mission.

2.	 Ensure a responsive system of customer care is 
maintained to reflect the nature of the service.

3.	 To undertake any other duties commensurate 
with the level of appointment deemed relevant 
by the Student Experience and Advocacy 
Manager. 

4.	 Undertake training and development as required 
for the post. 

5.	 The post holder may be required to work 
unsociable hours and weekends when required.

6.	 The post holder may be required to work at other 
campuses for short periods.

Standards 

1.	 Undertake performance appraisal in line with the 
University procedure. 

2.	 To take a full and active part in the Union’s en-
vironmental initiatives with particular regard to 
taking personal responsibility for recycling and 
energy conservation. 

3.	 To portray the Students’ Union in a positive, pro-
active, and professional manner. 

4.	 To respect the democratic structure of the Stu-
dents’ Union. The post holder will be expected 
to work closely with the Elected Officers of the 
Students’ Union. 

5.	 To abide by Students’ Union policies and proce-
dures at all times.
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The successful applicant will be able to demonstrate the following:

 
Education, Qualifications and Training

Good general education to degree level standard or equivalent 
Qualification in representation/advocacy/advisory area

					   

Knowledge and experience

Recent experience of advice work (paid or voluntary) 
Awareness of current issues facing students 
A working knowledge of Higher Education 
An understanding of university regulations (especially academic) and their 
application 
Experience of working with diverse groups

							     

Special requirements

Commitment to equal opportunities 
Able to work in a student led, democratic environment 
Commitment to high standards of customer care 
Self-reliant with ability to work without close supervision and use own initiative 
Flexible working attitude and ability to adapt to swiftly evolving work conditions 
Be able to prioritise between conflicting work priorities and deliver to strict 
timescales 
Commitment to work to agreed targets 
Excellent research and report writing skills 
Able to travel between sites

						    

Core competencies 

Excellent interpersonal and communication skills 
Excellent proven organisational skills 
Ability to plan and deliver tasks to deadlines and multitask 
Ability to manage short, medium and long term projects and prioritise workload 
Ability to manage resources efficiently 
Flexible approach to work 
Ability to work on own initiative 
Ability to work as part of a team 
Good IT and word processing skills 
Meticulous attention to detail



We are an organisation run by students for 
students. 
The Union is the principal body representing students at Buckinghamshire 
New University. It is here to enhance and enrich the cultural and social life of 
the students and all registered students of the University are automatically 
members of Bucks Students’ Union.

The Union exists to promote and encourage the social, recreational and 
academic interests of all its members through unbiased representation and 
quality services.

Bucks Students’ Union is a charity with educational aims and objectives. It is 
governed by a Board of Trustees and a council who look after senior strategic 
decisions plus the legal and financial matters arising out of being a charity. 
This is something you, as an employee, can be directly involved in.

Key to the strategic direction of the Union are the elected student officers. 
This group comprises of four sabbatical officers who are elected to work full 
time (as a gap year or at the end of or during their degree) in ensuring the 
Union is truly representative in what it does. There are also part time student 
leaders who volunteer their time to look after certain areas of the Union 
whilst still undertaking their course. As a membership driven organisation we 
are very close to and focused on meeting the needs and aspirations of our 
members – the students.

The Union also employs full time and part time staff. These staff provide 
support and advice as well as ensuring operational responsibilities are carried 
out.

Bucks Students’ Union is independent of the University, governed by a 
constitution approved by both the student body and the Board of Governors 
of the University.

Representation is considered the highest priority by the Union and one 
that makes all other services and operations tick. Internally, the executive 
committee makes the most of its unique position of representation on 
almost all University committees. Externally, the views of students at Bucks 
Students’ Union are represented to the National Union of Students and other 
bodies, both local and national, following research and consultation with its 
membership.
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Bucks Students’ Union is a democratic, 
student-led organisation whose 
mission is to make life better for 
students at Bucks. We are committed 
to improving the student experience 
and actively seek to bring positive 
change to student life.
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These core values lie at the heart of our 
identity:

Dynamic
We are a fast moving, progressive and 
flexible organisation which is agile 
in responding to and meeting our 
members’ needs.

Inspiring
We inspire our members to actively 
participate in the broad range of Union 
services, including opportunities to 
help or motivate others, making their 
time at university a valuable experience 
which broadens their horizons.

Tenacious
The Union campaigns in a committed, 
determined and respected way to 
consistently deliver the best for our 
members.
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One of the Top 5 students’ 
unions in the UK

Gold Standard in the Best Bar None 
Accreditation

Shortlisted for Best Students’ Union for 
the past 9 years in the Whatuni awards

Higher than sector average employee 
engagement scores

Excellent Accreditation in NUS 
Green Impact

Excellent Quality Students’ Union

Real Living Wage Employer

Mindful Employer

Fairtrade status

Mental Health at Work Commitment

Disability Confident Committed

Advice Quality Standard
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“The SU is a flexible and 
fair employer, it’s a fun and 
rewarding place to work”

“I feel like I belong”

“We have strong values 
and work to them, the 
Union does good work 

and helps people”

“It’s the sort of place 
you can have an impact, 

no matter what your 
role is”

“The culture of 
inclusivity and staff 

development”
“Every day is different”

“Everyone brings a 
different experience and 
background to the table”

“Understanding that our 
work makes a difference in 
current and post-university 
opportunities for students”

“It is a friendly 
environment to work in 
with competitive pay”

“Feeling valued and 
part of the team”

“The autonomy I have 
in structuring work in 

order to meet objectives 
and our relentless 

innovation”

“The opportunities to 
develop and learn new 

skills and gain new 
qualifications”
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Bucks Students’ Union

HW Campus - North Wing, Queen Alexandra Road, High Wycombe, Bucks, HP11 2JZ 

Tel: 01494 601 600

UXB Campus - first floor, 106 Oxford Road, Uxbridge, Middlesex, UB8 1NA 

Tel: 01494 605 180

Email: union@bnu.ac.uk   Website: bucksstudentsunion.org 

Bucks Students’ Union is a registered charity – no. 1144820

M
aking life better  

for students at Bucks


