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STUDENT STAFF APPLICATION FORM 

 

 
 
Interested in joining our team on a casual basis? Yes, then please complete this form and return to 
the HR Department, 3rd Floor, Cardiff Students Union or email welovecardiff@cardiff.ac.uk  
 
All information provided on this form will be treated in strict confidence and will only be made available 
to those involved in the recruitment process.  
 
Personal Details 
 
Surname  Mr/Mrs/Miss/Ms    
 
Forename  Date of Birth (D/M/Y)   
 

 
 

Term Time 
Address 

 
 
 
 

Home Address if 
different 

 

 

 
Term Phone No  Home Phone No   
 
Mobile No  University ID Number   
 
Email Address  Name of Course   
 
Year of Study  Year your course ends   
 

 
 

Are you eligible to work in the UK and able to provide documentation of this? Yes  No   
 
 
Availability  
Your location of work will dictate the exact shifts you will be asked to undertake and your availability will 
be discussed with you. 
 Will you be available to work outside term time? Yes  No  Maybe  
 
Have you previously worked for Cardiff Students Union? Yes  No   
 
If Yes – Please provide details of role / employment dates / line manager 
 
 
 
About You  
What skills and attributes do you feel make you suitable for a role in the Students Union? Include any 
relevant past experience. 
 
 
 
 
 
 
 
 
 
 
How would your friends describe you? 
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STUDENT STAFF ROLES AVAILABLE                                                       

  
 
Each year we have a variety of Student Staff roles available. For all roles, student staff members are 
expected to be customer focused friendly team players. In all positions they are the ‘face of the Union’ 
and it’s important that they are committed to representing our business in the appropriate way. 
Generic and job specific training is available for all roles.  
Shift and hours of work vary from team to team. Some departments will offer roles for the full academic 
year, some may only be looking for a short time commitment.  We are happy for you to work in more 
than one department but as a Company we adhere strictly to the Working Time Regulations for all staff.   
 

 
Job Title 

Please indicate your 
role preferences 

numbering them 1-5 
(1 = First Preference 

to to 5 = Last 
Preference)  

  
 

Purpose of the Role 
 

Bars Staff  

 Bar Staff assist in the smooth running of the bar services.  Duties 
include serving drinks, cash handling, clearing and cleaning duties.  All 
Bar Staff must be available to work either a Friday or Saturday night 
each week.  We have 4 bars and the opening hours vary for each.  

Retail Assistant 

 Retail Assistants are responsible for ensuring that visitors to retail 
outlets are dealt with in a friendly and efficient manner. General duties 
will include; serving customers, cash handling, till operation, stocking 
shelves, stock rotation and provision of excellent service in 
accordance with the duties of the job.  We have 2 retail outlets and 
opening times / shift patterns vary according to the outlet. 

Entertainments 
Technical Crew 

 Event crew are responsible for the setting up of all union events. 
Events are very varied, and duties include erecting and taking down 
staging, barriers, lighting equipment, PA equipment, DJ equipment, 
club décor and assisting in the smooth running of events from a 
customer’s point of view  as well as the venues. There are 3 venues 
within in the students’ union although events occasionally take place 
off site. Hours are flexible. 

Entertainments 
Box Office Staff 

 Box office staff are responsible for opening up, serving customers, 
entering new events into the computer system and dealing with ticket 
collections and guest lists at gigs. 

‘Welcome Crew’, 
Tour Guides and 
Stewards  
(for ‘freshers’ week & 
events) 

 The ‘Welcome Crew’ forms a group of fun, proactive students who 
raise awareness of everything that goes on at Cardiff Students' Union. 
Involved with a huge variety of union events and campaigns, creating 
a buzz around sports, societies, media, student development, 
volunteering… in short, all the opportunities available to you as a 
student here in Cardiff. They are responsible for being the point of 
contact to deal with any queries that students/visitors may have.  

Entertainments 
Promotional Staff 

 Promotional staff assist with welcoming students to the nightclub, sale 
of tickets, handing out goodies, entertaining the crowd and a variety of 
other promotional activities for regular club nights. Staff need to be 
fun, outgoing, enthusiastic with an interest in events promotion.  

Student 
Development Unit  
Tour Guides   

 Tour Guides lead student visitors and their families around the 
Students’ Union premises highlighting our facilities and their features 
and benefits. Students with exceptional communication skills will be 
needed for tours that usually take place on afternoons throughout the 
Autumn and Spring semesters.   

Marketing 

 Roles exist to assist the Marketing department with ad hoc marketing 
campaigns.  General duties will include; leaflet distribution, 
maintaining up to date poster campaigns, ad hoc data inputting and 
administrative duties.  These roles tend to be ad hoc positions and 
therefore work will be available as and when required rather than on a 
regular basis. 

Receptionists 

 Receptionists are responsible for ensuring all visitors to the Union are 
dealt with in a friendly and efficient manner. They provide out of hours 
cover on the Main 2nd Floor reception usually between the hours of 5 – 
8pm Monday – Friday and 9am – 1pm Saturday. 

Finance / Admin 

 Occasionally we have short term vacancies to help out our Support 
Functions on a specific task or project. This could be in any of our 
administrative areas and will tend to be short term contracts taking 
place during office hours. If you are interested in this kind of work 
experience please indicate your preferred department (e.g. Finance, 
Office Admin, HR, IT etc)   
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 Student Application Form Continued  
 
Disability Discrimination Act 2005 
The company is aware of its legal obligations under the Disability Discrimination Act 1995 and is 
committed to equality of opportunity.  Please provide details of any matters of which you consider the 
company should be aware of to make arrangements/adjustments to enable you to attend 
interview/perform the post applied for. 
If you require any assistance to complete this application please contact the HR Department 
 

 
Criminal Convictions 
Please give details of any Criminal Convictions  
NB: Under the Rehabilitation of Offenders Act (1974) you are required to give details of any conviction 
which are not spent. Failure to disclose such convictions prior to employment may result in disciplinary 
action, including dismissal. 
 

 
Declaration 
 
I confirm that to the best of my knowledge, all the information given by me is correct.  I acknowledge that 
if any of the information is false or materially incomplete, I would render myself liable to summary 
dismissal. 
 
I understand that this form and information from it will be held for personnel/employee administration 
purposes in accordance with the Data Protection Act 1998 and I consent to the processing of this 
information for those purposes. 
 

Name  

Signature  Date  

 
-------------------------------------------------------------------------"------------------------------------------------------------------------------ 
 
EQUAL OPPORTUNITIES MONITORING FORM – Student Staff Application 

 
Any information supplied is confidential and will not form part of your application.  This sheet will be 
detached from your application form when received.  

 
Equal Opportunities: Statement of Policy 

Cardiff University Students Union embraces a diverse society and welcomes all people because of their 
differences.  We seek to ensure Equality of Access to all jobs and services within the Organisation.  We 
are therefore committed to ensuring that no person is disadvantaged on the grounds of their ethnic 
group, nationality, sex, marital status, family commitments, disability, age, class, language, political or 
religious beliefs, spent or irrelevant criminal convictions, trade union activity, HIV status or sexual 
orientation.  The Union is fully committed to implementing policies and procedures that create a vibrant 
Equal Opportunities environment. 
 
1. Are you  Male     2.  Date of Birth _________

  Female   
3.  Nationality                                 
 
4. Do you consider yourself to have a disability? Yes  No  
 
5. Using the following classification, how would you describe your ethnic origin: 
 Black - Caribbean     Chinese    
 Black - African     Indian     
 Black - Other     Pakistani    
 White      Bangladeshi    
 Other     
 
6. Are you a Welsh Speaker?   Yes  No  


