[bookmark: _Hlk157685357][bookmark: _Hlk157699211]Sutton Trust Summer School Job Description – Night Duty Manager

We are recruiting Summer School Ambassadors for the below role:
· This summer school takes place from Monday 27th July (PM) until Friday 31st July (PM).
· This role will also involve up to 3 online Teams events (approx. 1. hour long in the late afternoon/evening): Date TBC
· Roles available: x1 Night Shift Manager.


What is the Sutton Trust Summer School? 
The Sutton Trust is the UK’s leading foundation dedicated to improving social mobility. The Trust gives opportunities to young people from low and moderate-income backgrounds to improve their chances of accessing top universities and the professions. It seeks to ensure young people reach their potential, regardless of their background, school or where they live.

The Warwick Sutton Trust Summer School (STSS) will be recruiting around 120 Year 12 students from across the country who will be applying to take part in one of six subject streams:
	· Life & Health Sciences

	· Mathematical Sciences

	· PPE (Philosophy, Politics and Economics)

	· Physics & Astronomy

	· Humanities and Cultural Heritage

	· Psychology and Education 




PERSON SPECIFICATION/SKILLSET REQUIRED FOR ALL Sutton Trust Summer School ROLES:
	REQUIREMENTS
The postholder:

	ESSENTIAL (E) or
DESIRABLE (D)
REQUIREMENTS
	MEASURED BY:
A) Application Form

	Be a current student at the University of Warwick (or are due to graduate in July 2025)
	E
	A

	Be a current Warwick Welcome Service Ambassador or Widening Participation Mentor
	D
	A

	Have experience of working with young people from Widening Participation (WP) backgrounds
	D
	A

	Be committed to the aims of WP, raising awareness and aspiration of higher education
	E
	A

	Be committed to working with young people over the course of the Summer School
	E
	A

	Have an enthusiasm for higher education and the ability to explain the benefits of higher education to young people
	E
	A

	Demonstrate evidence of team working skills and taking initiative
	D
	A

	Have excellent interpersonal/communication skills
	E
	A

	Demonstrate experience of WP activities and knowledge of the opportunities and support available to WP cohort students
	D
	A

	Be self-motivating with the ability to work without direct supervision and also to be able to work as part of a team
	E
	A

	Be available for all training and briefing sessions
	E
	A



RESPONSIBILITIES OF A SUMMER SCHOOL AMBASSADOR PRE-EVENT:
· To undertake an enhanced DBS check and provide all relevant documentation to Unitemps.
· Complete all forms as required by Unitemps and provide references if necessary.
· To appropriately prepare for the Summer School by reading all briefing information and instructions.
· To attend any training or information events; dates will be dependent on the Summer School you are selected to work on.

Night Shift Manager
JOB ROLE SPECIFICATION 
	Night Duty Manager

	Main Duties and Responsibilities:
· Supervise Year 12 Students on the Sutton Trust Summer School overnight 
· Work unsupervised with access to staff in the event of a serious incident or emergency 
· Provide summer school participants with pastoral support if any issues arise in the night and address any behavioural concerns in a timely manner
· Problem solve and escalate to WP Team staff when appropriate 
· Co-ordinating your team of Night Duty Staff at the start of every shift
· Taking charge of checking students in and out of halls
· Moving students from the communal areas (kitchen, landings, corridors, etc.) into their rooms at 23.00 each night
· Ensuring all staff are keeping accurate records of students checking in / out during the evening
· Adhering to the Safeguarding Code of Conduct at all times, and ensuring all students adhere to the Student Code of Conduct
· Upholding the safety and wellbeing of Night Duty Staff (having breaks, sufficient food, etc.)

Person Specification:
· A good knowledge of Warwick and its student support services
· Understanding of the aims and objectives of widening participation
· Understanding of the barriers to Higher Education that may affect participants
· Experience of working with children or young people, through paid or voluntary work
· Experience of providing pastoral support for young people or undergraduates
· Excellent oral and written communication skills 
· The ability to communicate effectively with young people from diverse backgrounds, and particularly those from groups under-represented in Higher Education
· The ability to take and give instructions effectively 
· The ability to take initiative and resolve problems when needed 
· The ability to reflect on own performance and improve, and to respond well to constructive feedback 
 

	Dates:  
	May 2026- Date TBC – Online Event 1: Information Evening 
July 2026- Date TBC – Online Event 2: Meet the Academics
July 2026 – Date TBC – Online Event 3: Meet your Ambassadors
In-person Ambassador training and event briefing on Wednesday 10th June 2026.
Monday 27th July (evening) until Friday 31st July (afternoon) – Sutton Trust Summer School.

	Staffing
	1 NIGHT Duty Manager 

	Working hours
	Monday 27th July:

Tuesday 28th July to Friday 31st July
	5:00-7:00PM: Final briefing and Event Prep

20:00-8:00: 3 nights, 11 hours of work per night within this timeframe.

	Pay
	£14.77 plus £1.78 Holiday Pay (Pre-AWR)
£14.77 plus £2.53 Holiday Pay (Post-AWR)



If you are interested in this role, please fill out the online registration form, the link for the form can be accessed here.
For any questions, please contact warwicksummerschools@warwick.ac.uk. 

