
Sample student ambassador recruitment and selection procedure

Most of the information in this section is the current documentation used by the University of Greenwich.  It is included solely for information but all participating universities and further education colleges are welcome to amend and use it as they wish.  

The forms and documentation in this section should be checked with your own Personnel, Human Resources or Job Shop departments as they may need to incorporate additional information such as Equal Opportunity Statements.

Student Ambassador

JOB DESCRIPTION

We would like to recruit students who can: 

· Work with young people to encourage, motivate and inspire them to continue and complete their studies successfully. 

· Help run a wide variety of events such as children’s universities, summer schools, challenge days, taster and discovery days for primary, secondary and college students and facilitate small group sessions.

· Visit schools and colleges in the region to work with staff and students to encourage progression

· Give talks on student life or your own subject

· Act as a tour-guide on open days and information days

Person specification

The student ambassador scheme requires students who are confident, have excellent communication skills, and are flexible, pro-active and able to present themselves well.  

You would need to have a positive but realistic approach to university life and be willing to work as a member of a team.  

There will be a two day training programme, for which you will be paid followed by ongoing development and support for students who wish to help with activities such as discovery days, summer schools or children’s university.

The amount and frequency of work will depend on demand and availability.  You will initially be given a one-year contract.  Pay will be at the normal student rate which is currently £ per hour.

If you are interested please apply on the attached form and return the completed form and statement to the job shop by.

Student Ambassador short list criteria

Application forms

Candidate’s name …………………………………………………………

	Criteria
	met/not met

	a) Excellent written English skills


	

	b) Experience of working with young people


	

	c) Understanding of widening participation issues


	

	d) Experience of working/volunteering with people


	

	e) Positive approach to university life


	

	f) Evidence of working in a team


	


	Interview – yes/no

Exceptional/Average/Poor

Comments


Selection of Ambassadors

Interview

This is an outline of how the interviews for Student Ambassadors can be conducted.  In order to have a fair and transparent method of selection, this outline should be applied to all interviews in the same way. All candidates will be given the same introduction, asked the same questions, and finally, rated on scales related to each group of questions. 

· Presentation by interviewer (briefly outline the ambassador role, and relationship to the university or college; Aspire and other projects). 

· Go through the procedure for the interview

You will be asked questions relating to the job, some of the questions will include scenario’s.  Each answer will be graded and a decision will be made on the total score. Some interviewers may also take notes, these are simply an aide-mémoire and will be discarded after the interview.

Successful candidates will be expected to attend a basic training course. Further training will be provided on either a voluntary basis or related to individual programmes.

CRB check will be carried out on all ambassadors.  If a candidate believes that there might be a CRB disclosure they should mention it at this time.  A disclosure will not disbar a student from becoming an ambassador but may limit the work they can do.  Each case will be looked at individually and applicants will have the opportunity to discuss their CRB application with a senior member of staff.

Inform applicants about the use of e-mail as the main communication method.

· Briefly outline what the job involves:

Student Life presentations

Facilitate small activity groups

Visiting Schools and Colleges

Work to encourage, motivate and inspire young people

Children’s University

Summer School 

Act as tour-guide on open-days and other occasions

Interviewer: Some of these questions will be information that you have already provided in the application.  However, do not worry about that, just answer the questions in a way that reflects what you feel is important and relevant for the job, whether or not you have mentioned it before.

Questions: (based on criteria)

Your name is (how do you like to be addressed)

How old are you? 

Where are you living? (halls, rented, home etc,.) 

What are you studying?

Where were you educated?

Did you study A levels or vocational qualifications at school/college?

1:  Can you tell me a little about any previous work experience, or perhaps other courses that you have attended that might be relevant to the position as an ambassador?

2, What skills has this experience provided you with?

(questions 1 & 2 on scale )

3: You have had a little background information about the work that we do – from what you understand, can you tell me a way in which you think you could encourage and inspire young people to consider applying to University 

4: What do you think are some of the issues facing young people in South London

(questions 3 & 4 on scale)

5: Have you had any experience in doing presentations, if yes – what type?

6: How confident would you feel in doing a presentation in front of a group of people? 

(questions 5 & 6 on scale)

7: If you were to describe yourself, what type of person are you: one who prefers to work independently or in a team? why?
(question 7 on scale)

8: Do you like studying at university/college?

9: Do you live on campus? Tell me a little about advantages and disadvantages of living in halls. If the candidate does not live on Campus - from what you know what do you think about life on campus?

10: Please describe your university/college in a few words.

(questions 8,9 7 10 on scale)

11: What is your main motivation for applying for this job? 

12: The frequency of work is dependent upon demand and availability. Therefore, this job will NOT provide you with a set monthly income, but is based on working a few hours here and there, depending on your availability. Therefore we hope that your motive for applying for this job is also because you have an interest in working for the university and inspiring others.  How do you feel about this?

(questions: 11 & 12 on scale)

13: If a close friend of yours were asked to describe you in terms of ’what kind of friend ______ is’  how do you think they would describe you?

(question: 13 on scale)

14: A part of the job is also to provide potential students and parents with information and advice about university, and to deal with queries, how confident do you feel in dealing with this?

15: If you were asked you a question that you did not know the answer to or were unsure about, how would you deal with this?

Scenario: You are representing Aspire at a recruitment fair.  Although the event is busy, no one approaches you to talk or pick up information.  You have been there for 2 hours.  How might you feel? What would you do?  

(questions: 14 & 15 on scale)

16: I will now give you a scenario of a situation that may occur while you are working as an ambassador:  

Scenerio: you are helping at a Discovery Day with a group of Year 9 (14 year old) pupils from a local Secondary School.  Some have finished their lunch and are becoming restless, half the group get up and decide to go outside – what do you do? 

(question: 16 on scale)

17:Would you describe yourself as a reliable person? Why?

(question 17 on scale)

This question could be changed to: If you were asked to work (as an ambassador) in the afternoon, and you woke up with flu, what would you do?

For these questions score 1 for yes and 2 for no

18: Aspire covers 6 boroughs in SE London and you may be asked to work in a school/college/university in any of them.  Would you be able to do this? (Y/N)

19: Would you be able to work over the summer or (if relevant) help at one of our Summer Schools in June/July? (Y/N)

20: Presentable: (Y/N)

21: Speech: clear/ capable of communicating information to a large crowd? (Y/N)

Do you have any questions?

Advise the candidate when they should expect to hear from you. 
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Candidates name......................................................................................

Each candidate will be rated on a scale from 1-7 (1= very competent and 7 = not yet competent) for each group of questions. The rating will be done after each interview, based on the notes of the interviewer. The grouping of the questions and the criteria for rating  will be indicated on each scale. 

Scale for question 1 & 2: (relevant experience and skills gained from this; communication skills, presentation skills, self-confidence and other relevant abilities)

very competent:
1
2
3
4
5
6
7     not yet competent:

Scale for question 3 & 4: (understanding of Widening Participation and issues for young people in South London):

very competent:
1
2
3
4
5
6
7     not yet competent:

Scale for question 5 & 6: (experience, presentation skills and confidence in giving presentations):

very competent:
1
2
3
4
5
6
7     not yet competent:

Scale for question 7: (preference for team work)

very competent:
1
2
3
4
5
6
7     not yet competent:

Scale for question 8, 9 & 10: (interest in university; whether the candidate has a realistic and positive attitude towards university and university life):

very competent:
1
2
3
4
5
6
7     not yet competent:

Scale for questions 11 & 12: (main motivation for applying for job: preferably interest in university and not money!!)

very competent:
1
2
3
4
5
6
7     not yet competent:

Scale for question 13: (sociability, friendliness and interest in other people):

very competent:
1
2
3
4
5
6
7     not yet competent:

Scale for questions 14 & 15:( ability in helping and providing information to others):

very competent:
1
2
3
4
5
6
7     not yet competent:

Scale for question 16: (ability to deal with difficult situations, improvise, friendliness, interpersonal skills (approach another person in a friendly way in unpleasant situation), and self-confidence).

very competent:
1
2
3
4
5
6
7     not yet competent:

Scale for question 17: (reliability)

very competent:
1
2
3
4
5
6
7     not yet competent:

Question 18: Yes/No 
(score 1 for yes and 2 for no)

Question 19: Yes/No 
(score 1 for yes and 2 for no)

Question 20: Yes/No 
(score 1 for yes and 2 for no)

Question 21: Yes/No 
(score 1 for yes and 2 for no)

Total score

Interviewer’s comments

Accept/Not accept

Date

Informed of outcome by phone/e-mail

iHi  

Dear 

Thank you for attending the Student Ambassador interview

I am delighted to be able to offer you the position as Student Ambassador (subject to satisfactory reference, acceptable CRB disclosure and successful completion of the two day training programme)

The training will be on two Saturdays, the 5th and 12th November 2005, please find enclosed the timetable, lunch will be provided.  It is important that you attend both days.

I am also enclosing a CRB disclosure form and notes for guidance.  Please bring this form along to the first training session with documentation required:


Two proofs of current address (utility bill, bank statement etc.,)


Photo id – such as driving license or passport


National Insurance Number


Five years address history – with no gaps


IT IS IMPORTANT THAT YOU COMPLETE THE CRB FORM IN BLACK INK AND IN CAPITAL LETTERS AND WITH NO ERRORS OR CROSSING OUT

I look forward to working with you.

Yours sincerely

XXX XXXXXX

Aspire Project Officer

Dear 

Thank you for attending the Student Ambassador interview in connection with a Student Ambassador position.

On this occasion, you have been unsuccessful.  The panel was very impressed with the enthusiasm and commitment you showed to supporting the work of the University and the Ambassador scheme.

May I take this opportunity to wish you every success for the future.

Yours sincerely

XXXX XXXXX

Aspire Project Officer

iHi  

Tel no: 
020 8331 7631

Email:
k.holland@greenwich.ac.uk
Date:

Dear 

I am delighted to be able to confirm the offer of the position of Student Ambassador as we have now received a suitable reference and you have successfully completed the training programme. Please visit your local Job Shop and sign a contract as soon as possible.

You will need to take with you the following documents;


One proof of current address (utility bill, bank statement etc.,)


Photo id – such as driving license or passport


National Insurance Number

As we are still awaiting your CRB check you will not be able to accept all offers of employment as an ambassador.  Please check if you an uncertain.  

Please remember to complete a time sheet after each job – otherwise we can’t pay you.  After some activities you may also be asked to complete an evaluation form.  However, if during or after any activity you feel something has gone wrong or you have any other causes for concern contact any member of the Widening Participation team immediately.

I look forward to working with you.

Yours sincerely

XXXX XXXX

Aspire Project Officer

Dear 

Thank you for attending the Student Ambassador training. 

Unfortunately, you were not successful on this occasion and therefore we are not able to offer you a contract as a student ambassador.  We will be happy to discuss this decision with you and would ask you to ring in order to arrange an appointment.

May I take this opportunity to wish you every success for the future.

Yours sincerely

XXX XXXXX

Aspire Project Officer
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