JOB DESCRIPTION

Job Title: Administrator
Department: OCLW
Main Purpose of Job: To carry out administrative duties for the OCLW
Main Tasks of Job:

1. Maintain the register of members of the OCLW and update the website accordingly

2. Be responsible for the room booking, liaising with speakers and publicity for OCLW events
3. Be responsible for collating information to advertise OCLW events on the website and elsewhere, including the newsletter
4. Provide administrative support for the Directors in general 

5. Receive and process applications for Visiting Scholars
6. Maintain and update the website and social media
7. Any other administrative task that may be required from time to time.

Person description:

The person appointed will: 

1. Have a Doctorate or Masters in relevant discipline
2. Have experience in administration at a suitable level

3. Have a high level of IT skills including with databases and the Web

4. Be willing to take responsibility, and work to a high level of accuracy and confidentiality.

Terms and Conditions:
	Appointment:
	This is a casual post available immediately. 

	Hours:
	Work will be offered as and when required. It is envisaged that the post will involve working for not more than nominally 10 hours per week during the period from June 2020 to May 2021.

	Pay:
	The total rate of pay will therefore be £15.10 per hour (pay scale 6.1), which will include the basic hourly rate of £13.47 and a holiday equivalent of £1.63.

	Other conditions:
	The appointment is subject to providing satisfactory evidence of the right to work in the UK and signing a contract for casual work.


Equality of opportunity

The Equal Opportunities policy of the College requires that all staff are offered equal opportunities within employment. Entry into employment will be determined only by personal merit and the application of criteria related to the post. Subject to statutory provisions, no applicant will be treated less favourably than another because of age, disability, gender reassignment, marriage or civil partnership, pregnancy or maternity, race, religion or belief, sex, or sexual orientation. 

Data Protection

All data supplied by candidates will be used only for the purposes of determining their suitability for the post and will be held in accordance with the principles of the Data Protection Act 1998 and the College Data Protection Policy (available on the website at https://www.wolfson.ox.ac.uk/data-protection)

Application:

Applications should be sent by email to Katherine Collins, oclw@wolfson.ox.ac.uk and should include:

· an application form (overleaf)
· a covering letter which explains why you are interested in this position, how you meet the selection criteria and why you are leaving your current employment, if applicable.
The closing date is midday on 1 June 2020. Interviews will be held on 5 June 2020. 
	APPLICATION FOR EMPLOYMENT
	PRIVATE AND CONFIDENTIAL 

	PLEASE  COMPLETE  ALL PARTS and return together with other required documents to Kate Kennedy at Wolfson College, Linton Road, Oxford OX2 6UD or to oclw@wolfson.ox.ac.uk

	POSITION APPLIED FOR: Casual Administrative Assistant (OCLW)
	Ref. AAOCLW

	Surname 
	
	Forename(s)
	
	Title
	

	Address: 


	
	e-mail:

  
	

	Postcode                                                                                      
	
	Telephone number:
	

	NI No.                                           
	
	Are there any restrictions on you taking up employment in the UK? Please delete below as appropriate   

	Are you a citizen of the UK or the European Union? 
	Yes/No



	If ‘No’ do you have a visa to work in the UK?
	Yes/No


1 - EDUCATION HISTORY (Please use a separate sheet if necessary)

	Schools/Colleges/Universities
	Dates (from-to)
	Qualifications gained

	
	
	

	OTHER TRAINING


	
	


2 - EMPLOYMENT HISTORY (Please use a separate sheet if necessary)

	Are you currently employed?        Yes/No (Please delete as appropriate)

	Notice required in current employment: 



	Name and address of employer
	Dates of employment
	Job title and duties
	Reason for leaving

	
	
	
	

	OTHER EMPLOYMENT

(please note any other employment you would like to continue with if you were to be successful in obtaining this position)




3 - REFERENCES

	Please note here the names and contact details of your referees. Applicants must provide details of two referees. One must be your current or most recent employer and the other should be a previous employer. Where possible the two referees should be from separate sources and not the same organisation or employer. 

	
	Referee 1
	Referee 2

	Name and job title of the referee
	
	

	Referee’s relation to the applicant
	
	

	Institution name 

and address
	
	

	Email address
	
	

	Telephone number
	
	

	Are you happy this referee to be contacted prior to the interview?
	Yes/No (Please delete as appropriate)
	Yes/No (Please delete as appropriate)


4 - CRIMINAL RECORD
	Please note any criminal convictions except those 'spent' under the Rehabilitation of Offenders Act 1974.  If none please state.  In certain circumstances employment is dependent upon obtaining a satisfactory basic disclosure from the Disclosure and Barring Service.

	


5 - DECLARATION (Please read carefully before signing this application)
	1. I confirm that the above information is complete and correct and that any untrue or misleading information will give my employer the right to terminate any employment contract offered.
2. Should we require further information and wish to contact your doctor with a view to obtaining a medical report, the law requires us to inform you of our intention and obtain your permission prior to contacting your doctor. I agree that Wolfson College reserves the right to require me to undergo a medical examination.  In addition, I agree that this information will be retained in my personnel file during employment and for up to six years thereafter and understand that information will be processed in accordance with the Data Protection Act.
3. I agree that should I be successful in this application, I will, if required, apply to the Disclosure and Barring Service for a basic disclosure.  I understand that should I fail to do so, or should the disclosure not be to the satisfaction of the College any offer of employment may be withdrawn or my employment terminated.

	SIGNATURE
	
	DATE
	


