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Job Profile Accommodation Assistant sessional 

Reporting to STUDENT ACCOMMODATION LEAD  

Service Area COMMUNITIES AND PROPERTY SERVICES  

Job Overview 
‘The Bridge’ is the rebranded 112-bedroom student accommodation project operated by YMCA 

Guildford. This role is to work with colleagues within ‘The Bridge’ team to ensure effective day 

to day operation of ‘The Bridge’ community-based accommodation projects in Guildford.   

The Accommodation Assistant will be the face of ‘The Bridge’ and ensure a memorable reception 

experience for all residents, guests and potential clients. The role will provide a high level of 

customer service at all times.  

‘The Bridge’ Accommodation Assistant will bring a passionate and bubbly approach to provide 

residents and guests with outstanding service in this student accommodation facility. 

The Accommodation Team will ensure that all residents and visitors to the Project receive a 

friendly and professional welcome. They will support the effective running of the project; 

dealing with face to face and telephone enquiries, processing rent payments and supporting 

the wider staff team to help young residents manage their behaviour and maintain their 

accommodation. The Accommodation Team will be responsible for the safety and security of 

the building and the residents, especially outside of normal business hours.  

Organisational Purpose  
Our vision is of an inclusive Christian movement transforming communities so that all young 

people can belong, contribute and thrive.  

Our values are to welcome all, to support, and to inspire 

Responsibilities  
1. To provide a friendly and helpful welcome to all residents and visitors to the building 

2. Delivering a consistently high level of customer service at the Reception desk by dealing 

with all residents, guests, building hirers and potential clients in a courteous and efficient 

manner. 

3. Welcoming guests upon arrival, help them to register, assign rooms and direct them to the 

room while informing them of all The Bridge facilities.  Also, be aware of guests’ special 

requirements and communicate them to relevant colleagues and ‘The Bridge Kitchen’. 

4. Answering customer enquiries politely and efficiently and where necessary seek help and 

information from other departments. 

5. Taking student bookings, dealing with enquiries by telephone, email and in person.  

6. Logging all bookings on YMCA DLG Pyramid Tracking System.  

7. Logging relevant information on student residents on YMCA DLG’s Inform system to inform 

colleagues of relevant information i.e. conversation regarding rent payment challenges 



8. Follow up booking enquiries in a timely manner to ensure income from room rental is 

maximised. This includes rooms hired out for meetings by member of the public and other 

organisations.  

9. Keeping student residents rent accounts up to date and fulfilling administrative duties which 

could include tasks such as invoicing and writing letters to parents of students regarding 

rent arrears 

10.To support the ongoing marketing of the project. 

11.To monitor the wellbeing of residents and visitors by ensuring they follow health and safety 

protocols around for example signing visitors in and out and evacuating the building 

following fire alarms. 

12.To provide a safe and supportive response to the needs of young people living in ‘The Bridge’  

13.To take responsibility for any safeguarding concerns of residents or guests visiting ‘The 

Bridge’. 

14.Ensure that all safeguarding process are managed accordingly and reported in line with 

policy and procedures. 

15.Record incidents that require further investigation on an Incident Report Form and email to 

team members and Student Accommodation Manager 

16.To carry out any other tasks within the post holder’s capability as required from time to 

time.   

17.To work within all YMCA DLG policies and procedures at all times and to abide by the Code 

of Conduct. 

18.To attend YMCA DLG mandatory training and abide by our policies and procedures on 

Safeguarding, Health and Safety and Equality and Diversity  

19.To attend appropriate continuing professional development and training events and be 

committed to team events 

20.To ensure service users are made aware of key processes e.g. complaints, information 

sharing, getting involved, and to make sure that they are asked about how they would 

prefer information; to ensure special information requirements (e.g. large print, language, 

braille etc) are clearly recorded on their files and that their needs are met  

Person Specification 

Experience 

 Someone who has at least six months experience of working in a customer service 

environment 

 Someone who has worked with young people 

Skills & Abilities 

 Someone with a positive attitude and someone who makes our residents smile 

 Someone who is genuinely friendly and caring 

 Someone who can use their initiative to solve problems 

 Someone who can offer constructive criticism to residents 

 Someone who can consistently follow procedures and record their interactions or 

observations accurately 

 Someone who enjoys working as part of a team 

 Someone with great communication skills and personal presentation 

 Someone who is enthusiastic in delivering excellent customer service 

 Someone who is resilient, can work under pressure and cope with sometimes challenging 

situations (as part of a supportive team) 



 Someone who has an eye for detail 

 Someone who is polite and has a professional attitude at all times 

 Someone who is confident processing payments, handling cash, and recording 

transactions accurately 

Qualifications & Training 

 Someone who can demonstrate they have good written and verbal English skills 

 Someone who can demonstrate they have good numerical skills 

 Someone who can demonstrate they have a competent level of IT proficiency 

 Someone who can demonstrate good administrative and organisational skills 

Knowledge 

 Someone who understands the issues affecting young people today 

 Someone who understands the basic principles of Safeguarding Children & Vulnerable 

Adults, and Professional boundaries (further training will be provided) 

 Someone who understands the basic principles of Data Protection 

General 

 Someone who will be committed to the Aims and Purposes of YMCA DLG 

 Someone who is flexible, willing and able to work on a shift pattern and as part of a 

weekend rota 

Employee Declaration 

I confirm that I have read, understood and agree to the terms outlined in the job profile 

Name: Date:  Signed:    


