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St Hugh’s is a constituent College of the University of Oxford and was founded in 1886 by Elizabeth Wordsworth, the great niece of the poet. Using money left to her by her father, a bishop of Lincoln, she named it after one of his twelfth century predecessors, Hugh of Avalon, who was canonised in 1220, and in whose diocese Oxford had been. Elizabeth Wordsworth was a champion of the cause of women’s education, and her foundation was intended to enable poorer women to gain an Oxford education. The first male Fellow was elected in 1978, and the first male undergraduates were admitted in 1986.
The College has some 420 undergraduates and around 400 graduates, a Fellowship of 55, 30 college lecturers, and a non-academic staff of 90. From its beautiful site in North Oxford, the College promotes a thriving culture of research and intellectual engagement.
The Bursary is responsible for all aspects of College life and buildings, all non-academic provision for College Fellows, students and staff, in addition to conference guests and visitors, overseeing and directing a number of key functions, and ensures the successful continuation and development of the College and the estate for current and future generations.

This newly created post reporting to the Executive Bursary Assistant offers a potentially great opportunity to develop excellent administrative skills and gain valuable experience in a varied and busy office environment.  The post involves part-time, term-time working.   
Job Description


 1.
Job title: 

Bursary Assistant

2.
Reports to: 

Executive Bursary Assistant

3.
Direct reports:
None

4.         Job summary:
To assist the Executive Bursary Assistant and the Bursary offices to provide professional, efficient and responsive administrative support

5.   
Key relationships:
Fellows, Senior Managers, College Staff, Students and 

external stakeholders

6.   
Key responsibilities:

The postholder will

A.  College Committees

· Assist the Executive Bursary Assistant with preparation for committee meetings, including taking charge of room bookings, organising refreshments (where appropriate),  copying and distribution of agendas and papers, filing of meeting papers 

· Assist with the preparation of and distribution of standard letters after committee meetings

B.  Bursary Office 

· Assist the administration of the Bursar’s & Domestic Bursar’s offices  including drafting correspondence and documents, replying to letters and emails on the Bursar’s or Domestic Bursar’s behalf, where appropriate, and undertaking standard duties such as word processing, filing, photocopying and faxing material of which there is a substantial amount which is confidential and often highly sensitive

· Provide a professional, friendly and helpful first point of contact for personal, email and telephone enquiries.  Route such queries to appropriate staff and/or, where appropriate, deal without supervision with routine queries for information

· Organising staff events such as coffee mornings, and staff meetings

· Ensure internal catering charges and wine stocks are accurately tracked and invoiced in a timely manner

· Support the Domestic Bursar and Catering Manager with periodic wine stocktaking procedures

· Informing staff, Fellows and students of changes to dining arrangements and circulating weekly menus

· Draw up seating plans for formal events, liaising with the Principal’s PA, Director of Development and any other interested parties

C.  Bursar’s and Domestic Bursar’s diaries

· Plan and assist the Domestic Bursar with the management of her diary, prioritising and arranging appointments; maintaining regular appointments with staff and arranging ad hoc appointments as appropriate; ensuring that external and internal commitments are clearly planned and scheduled alongside each other, managing clashes as and when these arise

· Ensure that the Domestic Bursar is at all times aware of her upcoming commitments, has undertaken the necessary preparation for them, has all papers and related documentation, and is appropriately briefed

· Provide cover for the Bursar’s Executive Assistant from time to time, to maintain the Bursar’s diary.

· Liaise with the Principal’s Office, the Bursar’s Management Team, College Office and other relevant parts of the College to ensure an effective and efficient administration of the College

The postholder will carry out other duties as directed by the Executive Bursary Assistant, Bursar or Domestic Bursar to ensure the efficient running of their Offices.  

As this is a new stand-alone role, the duties may change as the successful candidate develops into the role.

7.
Selection Criteria:

Previous Experience: 
Secretarial and administrative experience

Experience of a similar role in a Higher Education establishment an advantage.

Essential Skills:

· Excellent inter-personal skills needed. 

· Positive attitude, trustworthy and discreet to ensure confidentiality is maintained at all times.

· Ability to think and act with confidence. 

· Must be articulate with an excellent telephone manner. 

· Excellent typing skills required. 

· Must be very competent with Microsoft Office programmes.
· Excellent customer service skills.

· Ability to work quickly while demonstrating accuracy and close attention to detail.

· A positive and helpful attitude towards work and colleagues.

Terms and Conditions

· 540 hours worked per annum, normally during term time (180 hours per term) – working pattern can be flexible with times and days to be arranged by mutual agreement)
· Grade 2 pro-rata salary to full time salary of £16,809 - £17,628 p.a. (hourly rate of £8.62 - £9.04) with potential to progress into discretionary full time salary range of up to £21,196 p.a.

· Six months’ probationary period
· Free lunch on work days when College meals are available

· Pro rata to 38 days holiday per year, including public holidays and Christmas closure period.  Holidays normally to be taken out of Full Term.
· University Pension Scheme

Application Process

Those wishing to apply for this post should complete the on-line application on the College website (www.st-hughs.ox.ac.uk/discover/work-for-us) or application forms can be obtained from HR on (01865) 274914.  
Closing Date for applications:  Noon Monday 16 October 2017
.
Interviews will be held on Thursday 26 October 2017
St Hugh’s is a self-governing College of Oxford University and is an Equal Opportunities Employer.
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