
SU Student Activities ASSISTANT 
 

Who We Are 

We are Cardif f Met Students’  Union (SU).  We are  a student membership organisation, and we 

represent over  13 ,000 students  at Cardiff  Metro politan Universi ty .  We aim to support and empower 

students  by representing your v iews and prov iding  a range of  services,  events , and activ it ies  to 

enhance your univers ity  experience . 

We’re seeking to  recrui t  a part  t ime SU Student Activ it ies Assistant to assist  the Head of Student 

Activ it ies to support  the delivery  of  Students '  Union Sport  by prov iding administrative and 

operational  support  to Sports C lubs,  ensuring  they have the guidance and resourc es needed to 

del iver  a posi t ive  experience for their  members.  

 

 

Role Detai ls 

•  Situated within the Cyncoed SU off ice.  Working from home occasionally.  

• Work with the Head of Student Activities 

•  Hourly  Rate – £13.72 inclusive of  holiday pay.  

•  15 hours a week – Flexible working approach around your studies .  

•  Duration – The 2026 /  27 academic year ,  24 weeks overal l .  

 

Key Responsibi li ties 

•  Work c losely  with student  leaders to enhance engagement and part icipation 

within sports  clubs.  

•  Support the administrat ion of  BUCS competit ions ,  f ixtures and club activ ity.  

•  Assist with faci l i ty ,  room and transport bookings for Sports  Clubs . 

•  Support Clubs with health and safety  processes ,  including risk assessments and 

incident  report ing.  

•  Process kit and clothing orders  with suppliers and support  clubs throughout the 

ordering process .  

•  Assist with maintaining Students ' Union Sport webpages and c lub information. 

•  Provide general administrat ive support  to the Student  Activit ies Team. 

•  Carry out  any other duties  appropriate to the role.   

 

 



Skil ls Needed 

•  Excellent  organisat ional and communication skil ls.  

•  Strong administrat ive ski l ls  and attent ion to detail .  

•  Abil ity to bui ld posit ive relationships with student volunteers.  

•  Experience of  working in a customer service,  administrative or  student-facing 

environment i s desirable.  

•  An interest  in student sport or student  act iv ities  would be advantageous.  

 

How to apply? 

Please send your CV,  cover letter via email  to Stacey Ayling:  sayling1@cardiffmet.ac.uk  

 

Closing Date 

Sunday 26 th  June 2026  

 

We reserve  the r ight to close this  vacancy early if we receive  sufficient applications fo r the ro le.  

Therefore, i f you are interested, please submit your appl ication as ear ly  as possible . 
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