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Job Description and Selection Criteria

St Hugh’s College is seeking to appoint a full-time Outreach Officer to join the College Office team. This is a new role that has been created to support the Outreach and Partnerships Manager in delivering the College’s expanding programme of work to encourage undergraduate applications to Oxford from as wide a range of backgrounds as possible. 

This post offers a good opportunity for someone with excellent organisational, IT and inter-personal skills, and an enthusiasm for the aims of higher education and working with young people, to have a significant role in the recruitment of undergraduate students to Oxford University.

The post is available from February 2024 and a mutually convenient starting date will be agreed with the successful applicant. The post involves travel (for which expenses will be paid), but when in Oxford, the Outreach Officer’s hours of work will be 37.5 hours per week (generally Monday–Friday, 9am–5pm), with a 30-minute unpaid break for lunch. At certain times of year, the post will require longer working hours, which will be acknowledged with time off in lieu.

St Hugh’s College

St Hugh’s College was founded in 1886 as a women’s college and became fully mixed in 1986. The College has some 430 undergraduates and around 500 graduates, 70 Fellows, 60 college lecturers, and a non-academic staff of 120. From its beautiful site in North Oxford, the College promotes a culture of research and intellectual engagement.

St Hugh’s active programme of outreach work and flagship schemes has developed considerably in recent years under the leadership of the Outreach and Partnerships Manager. In addition to inbound and outbound visits from and to state schools, and our active collaboration with University outreach initiatives, the College runs regular online workshops, an annual Teachers’ Summer School, subject masterclasses with academics, an Ashmolean Ambassador scheme, and partnerships with a range of bodies – all aimed at encouraging undergraduate applications from the full range of those who would benefit from study at Oxford, regardless of their background. Under the University’s regionalisation scheme, St Hugh’s has particular responsibility for outreach work with Kent, although our links extend beyond the region.

[bookmark: _Hlk153532286]St Hugh’s is now at an exciting point: the next phase of outreach at the College will integrate and share our support for on-course students with prospective applicants, pulling together the many strands of St Hugh’s activity to encourage students to apply, confident that their time here will be fully supported and successful.

The College Office

The College Office handles the academic administration of St Hugh’s under the direction of the Senior Tutor. The Academic Registrar oversees the Outreach and Partnerships Manager and the Deputy Academic Registrar, who manages the work of the Admissions Coordinator and the Academic Officer. Whilst each member of staff has particular responsibilities, the College Office works as a team, with members assisting one another as the need arises. 

The postholder will be responsible to the Outreach and Partnerships Manager, and ultimately to the Senior Tutor who is also the College’s Tutor for Admissions. They will liaise regularly with Fellows, students, staff, applicants, teachers and parents, University departments, faculties, and colleges, as well as external third-parties.

About the post

[bookmark: _Hlk153532401]The Outreach Officer will support and deliver St Hugh’s outreach work with schools and Sixth Form or Further Education colleges. The postholder will report to the Outreach and Partnerships Manager and have particular responsibility for co-ordinating visits to and from St Hugh’s for schools, colleges, and individual prospective applicants. They will also be responsible for the delivery of longer-term programmes and projects. The Outreach Officer will be based in the College Office, and will be expected to make visits to schools, colleges, and higher education events throughout the year. 

Main duties:

Inbound visits: organising and leading inbound visits to the College, making arrangements with teachers by email and telephone, securing academic enrichment sessions, and liaising with other colleagues on catering, room, and equipment arrangements. The postholder will act as lead on the day of the visit with the support of the Outreach and Partnerships Manager, and will deliver core sessions.

Outbound visits: supporting arrangements for the College’s work in Kent, delivering some talks and workshops in the region, and ensuring a College presence at national and local events to promote access to Higher Education.

Talks: following training, delivering clear and engaging presentations and workshops about higher education in general and specifically the Oxford application process, answering technical questions with a ready command of facts. Groups range in size from ten to 300. Most work currently is done with pupils in Key Stages 4 and 5, their teachers and supporters, but there is scope for work with younger secondary school students. 

Open Days: supporting the Outreach and Partnerships Manager in organising the College’s programme during the University’s Undergraduate Open Days.

Schools and teachers: contributing to the management and extension of the College’s strong links with its partner schools in Kent and beyond, as well as playing a key role in organising Teachers’ Summer School in College.

Ambassador Scheme: building on the College’s tradition of student volunteers helping with school visits, the Outreach Officer will raise student awareness of outreach projects within St Hugh’s and build up a rolling programme of recruiting and training for Student Ambassadors.

Monitoring and analysis: recording the College’s outreach activity, and – with the Outreach and Partnerships Manager – developing tailored evaluation schemes for the College’s flagship programmes.

Administrative support: 
· answering queries from schools and other educational partners
· proactively liaising with new contacts (under the direction of the Outreach and Partnerships Manager and the Academic Registrar)
· administering the essay competitions for schools run by St Hugh’s 
· advertising, booking, and recording attendance for our online Connect series
· supporting the Outreach and Partnerships Manager and Student Ambassadors when in-region
· making travel arrangements for outbound visits
· supporting the Admissions Coordinator with administering undergraduate interviews each year

Communications: shaping email mailings to schools to promote our activities, working with colleagues to create engaging social media posts and update relevant pages of the College website as directed by the Outreach and Partnerships Manager, and creating promotional materials for our events, programmes, and competitions.


Selection criteria

Essential:
· Educated to degree level, or equivalent professional experience 
· Experience of supporting administrative processes
· Strong oral and written communication skills
· Sympathy with, and enthusiasm for, the aims of higher education and in particular the aims of the College’s outreach programme
· Excellent inter-personal skills
· The ability to work both independently and under direction 
· A high level of personal organisation and accuracy
· Excellent IT skills, including a high level of competence in Microsoft Office 
· The ability to work under pressure and to meet deadlines
· The ability to work flexibly and react to the fluctuating demands of the academic calendar

Desirable:
· Prior experience of giving presentations to groups
· Prior experience of working with young people of different ages
· Knowledge and experience of outreach work in the Higher Education sector
· Prior experience of event planning and travel booking


Benefits

[bookmark: _Hlk153532229]Salary: The post will be remunerated in the range of £29,698.50–£32,740.50 per annum, according to qualifications and experience.

Pension:  employment with the College provides enrolment into the Oxford Staff Pension Scheme (OSPS).

Holiday: The postholder will receive a holiday entitlement of 30 days plus the eight days of the College’s usual Christmas closure period (for full time equivalent staff). Please note that bank holidays are included in the 30 bookable days. Leave may not normally be taken during Oxford term-time (0th – 9th Weeks) or during the undergraduate admissions exercise in December.  

Meals: Lunch is available free of charge when on duty and when the College kitchens are open, and tea and coffee.

Staff development: The University’s Centre for Teaching and Learning runs an extensive programme of training courses; IT courses are also provided by the University.  The postholder will be encouraged to attend sessions as appropriate, and there may be opportunities to attend externally organised seminars and conferences as relevant. Certain training may be mandatory.

Health & Wellbeing: 
· Employee Assistance Programme – a free confidential telephone helpline with access to face-to-face counselling.  
· Free annual flu jab. 
· Free eye tests for all staff and a contribution towards new glasses if your prescription has changed.

Travel Schemes: a discounted bus pass travel scheme is available with monthly deductions from salary. The College also operates a Cycle to Work Bike Loan scheme with monthly deductions from salary.

University Staff Benefits: staff at Oxford can enjoy a wide range of benefits through the University including retail and free visitor access to the University’s colleges, gardens, libraries and museums, and events.


Appointment procedure

Applicants should submit as a single PDF:
· an application form, including the details of two referees
H:\Recruitment\1 TEMPLATES and GUIDANCE\FORMS\St Hughs Application Form Sep 23.docx
· a covering letter
· an up-to-date curriculum vitae (CV)
This file should be sent to hr@st-hughs.ox.ac.uk by 9am on Monday 29th January. Two references will be obtained for shortlisted candidates prior to interview (permission will be sought).

Applicants are asked to submit a recruitment monitoring form to the HR Office (hr@st-hughs.ox.ac.uk); the form is also located on the College website. 
H:\Recruitment\1 TEMPLATES and GUIDANCE\FORMS\St-Hughs-Equal-Opportunities-Monitoring-Form UPDATED MAR22.pdf

Applications will be judged solely on the basis of how applicants demonstrate they meet the selection criteria outlined above.

Prospective applicants wishing to discuss the position should contact the Academic Registrar (thea.crapper@st-hughs.ox.ac.uk). 



St Hugh's is a self-governing College of Oxford University and is an Equal Opportunities Employer.  Please let us know if you believe there are any reasonable adjustments we should be making 
to assist you with your application.
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