Job Description – Department Representative 
Title: Department Representative 
Selection: Election
Term: June of year of selection-June of the following year. 
Positions available: One per department. 
Eligibility: Must be a current student in the department applied for and will maintain student status in the academic year in which they would serve. 

Purpose: 
Department Reps are the second-highest level of voluntary post tasked with ensuring the views of students are represented at the department level. They work closely with the Faculty Reps, and Course Reps reporting up to the Faculty Reps and meeting regularly with Students’ Union and departmental staff. They work closely with their Head of Department. Their purpose in full is: 
a) To effectively represent students’ Academic Interests at a department level, creating change at a department level that improves the academic experience of students;  
b) To help provide a welcoming community to students within their department; 
c) To work with and provide support to the Faculty Reps where relevant, including attending relevant meetings with University or Students’ Union staff;  
d) To engage with Academic Reps within the faculty and department to support them and identify issues that are department-wide;  
e) To aid in the transition from schools to faculties and the merging of academic departments;  
f) To escalate issues that are department-wide or exist beyond their department.  

Accountabilities: 
The Department Rep position is a key role in improving students’ academic experience and representing their academic interests. You will be accountable for: 
a) Proactively and effectively gathering feedback from Course Reps to build an understanding of what is working well and what could be improved across the department; 
b) Exercising influence at Department level though a range of relationships, networks, and meetings to achieve positive change on behalf of the students you represent. 
c) To achieve this, maintain relationships that include engaging with Academic Communities within the department, meeting with Heads of Departments and Education Leads in the department, and engaging with the Academic Communities Coordinator or other relevant staff within the Students’ Union; 
d) Communicating progress and the outcomes of feedback to Senior Course Reps, Course Reps, and students in the department, ensuring they understand what has, and will happen as a result of their feedback;  
e) Escalating issues that affect students beyond your department;  
f) Acting as a positive ambassador for the Student’s Union and Academic Reps.  

Responsibilities and Duties: 
In order to fulfil these accountabilities, you will be expected to: 
a) Meet monthly with the Students’ Union Academic Communities Coordinator to discuss progress and challenges; 
b) Ensure that you connect with and regularly meet with Course Reps within your department and present a balanced view based on their feedback;  
c) Engage with underrepresented and hard-to-reach students, actively seeking out minority voices and representing them;  
d) Attending department-level meetings including department Staff-Student Action Meetings (SSAMs), Department Boards, and Department Learning and Teaching Committees; 
e) Attend relevant Policy Forums and meaningfully contribute feedback and student voice;  
f) Chair Staff-Student Action Meetings when there is not a Senior Course Rep present or willing to chair; 
g) Prepare effectively for SSAMs meetings by working with Course Reps and key university contacts to develop agendas and paper and ensure that agendas reflect key issues; 
h) Maintain, update, and upload Action Logs to the relevant Teams Channel at the end of every SSAMs meeting.  
i) Attend any Validation panels when required; 
j) Maintain strong ongoing relationships with the Head of Department and other key University contacts in your department and provide regular input and what is working well and what could be improved to co-create solutions;  
k) Ensure that positive changes are logged, recognised and celebrated;  
l) Collaborate with other Department Reps, Faculty Reps, Community Officers, and Academic Community Committee members to provide inclusive and welcoming spaces to all students; 
m) Work together with students, university staff and the Students’ Union to ensure the success of the academic representation system.  



Skills, Experience and Qualities:  
	
	Essential
	Desirable

	Excellent communication skills – ability to listen and represent views effectively
	X
	

	Basic understanding of education policy issues and willingness to learn more
	X
	

	Commitment to diversity, equality and inclusion and willingness to proactively seek out voices that are underrepresented
	X
	

	Experience of leading others, either at Royal Holloway or elsewhere
	
	X

	Ability to motivate and inspire other Reps and support them to thrive
	
	X

	Willingness to get involved and represent students’ academic interests
	X
	



