St. Hugh’s College – Job Description 

May 2015
1.
Job title: 

Quad Person
2.
Reports to: 

Senior Quad Person
3.
Direct reports:

None
4.
Job summary:
To maintain and keep tidy the College site, having particular 


responsibility for the operation of and continuous improvement to the recycling programme.  To assist in ensuring that all conference/seminar rooms are ready for use to the College’s high standards and assist with  responsive maintenance repairs.
5.
Key relationships:
Other members of the Estates Office, Conference Manager, 



Head Housekeeper and Accommodation Manager
6.   
Key responsibilities:

· To provide the best possible presentation of College grounds to all College members and external customers, eg Fellows, College staff, students, conference guests, etc…
· To promote and action best possible practices to protect the environment, ie recycling waste in the correct manner, keeping landfill waste to a minimum.
· To forward plan to meet the waste requirements of special events.

· To support events outside of the normal working week.

· To assist the Senior Quads Person with room set up throughout College.

· To carry out the annual set up for the Summer School within College.
· To provide safe passage around College during inclement weather conditions, ensuring all pathways and stairs/steps are free of ice and other harmful obstacles.
· To respond to and resolve basic maintenance requests and to assist tradespersons where necessary.  (e.g. Blocked toilets, low level gutter cleaning, drain/gully clearance, changing light bulbs etc.)
7.
Selection Criteria:

Essential
· The applicant must be physically fit as the majority of work is of a manual nature.
· Ability to lift and handle large/heavy objects, for which manual handling training will be provided.

· Ability to use a leaf blower, pressure washer and maintenance tools.

· Good general level of education.

· Excellent customer service skills.

Terms and Conditions

Salary £15,307 - £16,828 per annum

37.5 hours per week

You will be required to work additional hours when authorised and as necessitated by the needs of the College, some of which may be at the weekend for which time off in lieu will be given  

Free lunch at all times of the year when College meals are available

38 days holiday per year, which includes public holidays and Christmas closure period

Oxford Staff Pension Scheme

