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Academic Registrar   

 

Full-time, permanent 

£38,587 to £44,706 p.a. (depending on skills and experience) 

We are seeking an excellent administrator to run the day-to-day operations of our Academic 

Office. You will have previous experience of working in an academic office or similar 

academic environment and be adept at managing a small team and juggling a varied and 

broad range of responsibilities. You will support and deputise for our Senior Tutor, Dr Steve 

Rayner, who is also our Tutor for Graduates and Tutor for Admissions, and work closely with 

all members of our Academic Office team to provide a highly efficient, pro-active service to 

all prospective, new and existing students and academic staff. You will use your excellent 

communication skills to liaise with colleagues throughout the College and the wider 

University to ensure information flowing to and from the office is managed in a timely and 

compliant manner. You will have a high level of IT literacy and take the lead on 

implementing our ERM student database, identifying enhancements and supporting its 

integration with Academic Office systems and processes. 

 

About us 

Somerville College is one of 39 independent, self-governing colleges of the University of 

Oxford. Somerville takes great pride in its pioneering history, its academic excellence and its 

intellectual and social openness. It was founded in 1879 as a non-sectarian college as one of 

the first Oxford colleges to admit women tutors and students; it has been a mixed college 

since 1994.  There are 200 graduate students currently reading for masters and doctoral 

degrees and about 400 undergraduates following three and four-year courses across a wide 

variety of disciplines. The undergraduate body includes a higher than average proportion of 

state-school students.  

 

The Academic office 

Our small, friendly, Academic Office team provides a broad range of support and 

administrative services for our undergraduate and graduate students and academics, 
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covering everything from organising the admissions processes for incoming students to the 

arrangements for degree ceremonies. We have dedicated Graduate and Tutorial, Welfare, 

Access and Outreach and Scholarships staff who work within the team to provide dedicated 

support for their respective areas, as well as staff who concentrate on undergraduate 

matters and provide generalist support for the rest of the team. The Academic Registrar will 

manage our Academic Office Administrator and Academic Office Assistants and support the 

co-ordination across the office of both undergraduate and graduate matters, working 

closely with our Tutorial and Graduate Officer and Senior Tutor to ensure that the needs of 

our students and academics are met. 

 

The role  

 

Managing the Academic Office 

• Act as line manager to the Academic Office Administrator and Academic Office 

Assistants, working closely with the Tutorial and Graduate Officer, who also 

delegates tasks to these two support posts. 

• Delegate, organise and supervise the work of the Academic Office Administrator and 

Academic Office Assistants to ensure an efficient, balanced workload and high-

quality service to students and academic members. 

• Deputise for the Senior Tutor on a day-to-day basis, as required, including in relation 

to complex student cases, matters of academic discipline and authorising 

expenditure. 

• Provide management support for members of the Academic Office team in the 

Senior Tutor’s absence or as requested by the Senior Tutor. 

• Liaise with HR on the recruitment, induction and training of new staff. 

• Act as the Academic Office lead on GDPR, liaising with the College’s Data Protection 

Officer on data processing and storage, archiving and retention policies. 

• Provide cover for the Tutorial and Graduate Officer when needed; a high level of 

reciprocity between the two posts is important, especially at busy times.  

• Maintain up-to-date standard operating procedures for the Academic Office. 

 

On-Course student administration 

• Advise college teaching staff and students on University and college policy and 

procedure in relation to a wide variety of areas, including but limited to; 

examinations, student visas & compliance, reasonable adjustments, dispensations 

and appeals. 

• Lead on the induction and registration of new undergraduates, including 

coordinating the fresher’s week timetable, overseeing induction packs, 

matriculation, college and university contracts and university cards. 

• Gather student feedback on the induction process. Review and amend induction 

process, in consultation with the Senior Tutor.  



• Oversee the University examinations process ensuring that provisions for alternative 

arrangements are in place; deal with complex matters including dispensations from 

the Exam Regulations.  

• Work closely with the Welfare and Policy Officer to ensure college provision of 

special arrangements required on grounds of disability, ill-health, or other cause. 

This can include applying for extensions to assessment deadlines, and adjustments 

to University and College exams.  

• Work closely with the Welfare and Policy Officer to ensure the submission of 

Mitigating Circumstances statements and evidence, as per the University procedure. 

• Advise and assist students in submitting academic complaints and appeals, liaising 

with the Senior Tutor and the Proctors’ Office.  

• Supervise maintenance of current student records, in accordance with GDPR and 

College policies, including the use of the college’s ERM student records system. 

• Lead on implementation of the ERM student database, identifying enhancements 

and liaising the College IT team and developers to ensure the database remains fit 

for purpose. 

• Act as the Information Custodian for the eVision system. 

 

Undergraduate admissions 

• Manage and contribute to the execution of the undergraduate admissions exercise, 

including the Choral and Organ Awards process. This will include planning and 

oversight of all practical arrangements in liaison with tutors, admissions staff at 

other colleges, Undergraduate Admissions Office, and Housekeeping, IT and Catering 

staff. Adopt a hands-on approach to Admissions preparations and administration, 

taking responsibility for particular subject areas. 

• Allocate Academic Office staff resources to ensure admissions preparations are 

managed efficiently and academic staff have named points of contacts for their 

respective subjects. 

• Liaise with HR in the recruitment and appointment of Admissions helpers and 

related engagements, and supervise helpers. 

• Make administrative arrangements for visiting and exchange students, liaising with 

tutors and the Tutorial and Graduate Officer.  

• Verify offer-holder qualifications, consulting the Senior Tutor and Undergraduate 

Admissions Office if necessary.  

• Coordinate annual updates to the Student Handbook and Student Contract.   

• Oversee maintenance of admissions related data held by Somerville, including the 

annual addition of UG offer holders to the college’s ERM student records system. 

• Maintain admissions statistics and write an annual review on the exercise, taking 

appropriate follow up action where improvements or changes are required. 

• Deal with complex admissions enquiries and supervise responses to simple enquiries 

from prospective undergraduate students. 



• Manage applicant complaints and appeals, in conjunction with the Senior 

Tutor/Tutor for Admissions 

 

Committees and Academic Office representation 

• Attend Education Committee of Governing Body, providing advice to the Committee 

on matters of academic administration.  

• Act as Secretary to Education Committee: draft agenda, write papers as required, 

supervise circulation of papers, and take minutes if needed in the Academic Office 

Administrator’s absence. 

• As appropriate, represent the Academic Office at other College committees and 

working groups and represent the College in University consultations, groups and 

committees, including the Information Security Working Group 

• Act as a representative of the College at events for applicants/students/parents if 

required. 

 

Academic Office Communications 

• Send termly communications to students, liaising with other members of the 

Academic Office to gather key information for dissemination 

• Supervise the management of the Academic Office generic email addresses, ensuring 

queries are dealt with promptly by the most appropriate person. 

• Ensure relevant sections of the College website remain updated, in conjunction with 

the Communications Office. 

• Maintain the college’s Freedom of Information Publication Scheme, on behalf of the 

Information Officer (Senior Tutor), liaising with the Senior Management Team as 

required. 

• Carry out research, projects and surveys to provide management information for the 

Senior Tutor. 

• Report on students’ admissions and on-course equality date for inclusion in the 

annual Equality Report which is produced by HR. 

• Support the Senior Tutor in ensuring compliance with government legislation e.g. 

Freedom of Information Act, Data Protection Act, Equality Act. 

 

As a management role, the duties above are indicative of the areas of responsibility but are 

not exhaustive and the post holder will be expected to undertake additional duties as 

required commensurate with the level of their post. The post holder will also be expected to 

be proactive and flexible in their approach to work to ensure the smooth running of the 

Academic Office.  

  



Selection criteria 

 

Essential 

 

• Recent experience in a similar University or College role. Must have experience of 

dealing directly with undergraduate students  

• Must have an excellent understanding of the undergraduate admissions process 

• Educated to at least undergraduate degree level or equivalent with proven analytical 

and critical thinking skills. 

• Experience of leading and managing a small team. 

• Excellent communication skills, in English, both written and verbal – must be able to 

liaise confidently and effectively with a wide range of individuals, represent the 

Office at all levels and develop strong working relationships. 

• Highly organised, pro-active and efficient. Must be able to manage own workload, 

delegate to others and ensure a balanced and effective distribution of work among 

the team. Must be able to work quickly and highly accurately. 

• Excellent administrative skills, able to service committees, run several mailboxes and 

diaries, create and maintain efficient office processes and record-keeping systems. 

• Proven ability to remain calm under pressure and deal with sensitive, difficult or 

unexpected issues with tact, discretion and utmost confidentiality. 

• Excellent IT skills, particularly in the use of databases and Excel – must be able to 

manipulate and present data accurately, and must be able to confidently support 

others in the use of databases and Excel 

• Logical, problem-solving approach to a range of Academic Office operations with the 

ability to exercise initiative and judgement. 

• Ability and willingness to be flexible both in the approach to the duties of the role 

and working hours as some additional hours may be required at key points in the 

year. 

• Willing and able to be hands-on and undertake administrative duties at all levels as 

needed to ensure the smooth running of the office. 

• Good working knowledge of GDPR regulations. 

 

 

Desirable 

• Knowledge of student visa regulations and immigration compliance. 

• Experience with using student record and reporting systems such as EVision, ADSS, 
TMS 

• Experience of graduate student administration and processes 

• Experience of a Microsoft CRM-based database 

• Previous involvement in College admissions exercises 

  



What we offer 

Full terms and conditions of employment will be provided in writing to the successful candidate. The 

information below is for guidance only and does not constitute the contract of employment. 

Duration This is a permanent, full-time post of 35 hours per week and will be 

dependent on satisfactory completion of a six-month probationary period.  

The appointment will be subject to pre-employment checks as listed below. 

Salary The Salary is aligned to point 8 of the Somerville College pay scale for 

support staff which has a range of £38,587 to £44,706 p.a. (1FTE). 

Appointments will normally be made at the start of the scale depending on 

skills and experience. The College pay spine is uplifted for cost of living on a 

regular basis, normally annually.   

Hours and location of 

work 

Total weekly hours will be 35 hours per week exclusive of meal breaks but 

some flexibility will be expected to cope with particularly busy periods. 

Actual start and finish times will be agreed with the Senior Tutor. It is 

anticipated that the majority of the working hours will be office-based but 

some working from home may be possible.  

Holiday Entitlement The post holder will be entitled to pro-rata of 38 days holiday a year 

inclusive of 8 public holidays.   Agreed College closure days will be deducted 

from the leave entitlement.  

Pension The post holder will be eligible for membership of a contributory Group 

Personal Pension scheme, from the commencement date of the appointment 

(subject to age requirements).  

Life Assurance College Employees are covered by free life assurance for the duration of their 

employment (subject to age requirements). 

Meal Entitlement Meals on duty will be provided free of charge. 

Sickness Benefit A maximum of (pro-rata) six weeks’ sick pay at full pay, calculated in any 

rolling twelve month period, subject to satisfactory notification of absence 

and production of medical certificates. 

Employee Assistance 

Service 

A confidential 24/7 telephone advisory and counselling service is available to 

all College employees and their family members who live in the same 

household. 

Childcare Somerville runs a small on-site Nursery.  

Training The College will support the post holder to undertake any relevant training to 

enhance his or her work performance, and financial support for these 

development activities will be provided where appropriate. 

Smoking policy No smoking or vaping is allowed in any part of the College. 

Parking There is no parking on-site. 



How to apply 

The closing date for completed applications is  

10am (UK time) on Thursday, 26 May 2022 

Your application should comprise 

1. A completed application form (including details of at least 2 referees) 

2. A curriculum vitae (CVs submitted on their own will not be considered) 

3. An Equal Opportunities Monitoring form 

Email you completed application form to: recruitment@some.ox.ac.uk please quote vacancy 

reference 900466 in the heading 

Communication regarding the status and outcome of your application will be made via e-

mail. 

We hope to hold interviews, in person, in Oxford in the week of 6 or 13 June 2022. 

 

 

 

Referees 
Your application should include contact details for two referees who have recent experience 

of your work. One should be your most recent line manager. We will assume you are 

content for us to approach your referees at any stage unless you clearly indicate otherwise. 

 

Equal Opportunities 
Please download, complete and return SEPARATELY an equal opportunities recruitment 
monitoring form, which will assist us with monitoring equal opportunities in 
recruitment.   This can be emailed to human.resources@some.ox.ac.uk  

 
The policy and practice of the University of Oxford and of Somerville College require that 
all staff are afforded equal opportunities within employment. Entry into employment 
and progression within employment will be determined only by personal merit and the 
application of criteria which are related to the duties of each particular post and the 
relevant salary structure. In all cases, ability to perform the job will be the primary 
consideration. Subject to statutory provisions, no applicant or member of staff 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. Where suitably qualified individuals are available, selection panels 
will contain at least one member of each sex 
 

Your data 
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 General 
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Data Protection Regulations 2018 and the College’s policies. Further details are available 
at https://www.some.ox.ac.uk/privacy-foi/privacy-notice/  
 
 

Pre-employment Screening 
 

Any offer of employment will be subject to the following: 

1. Documentary proof of right to work in the UK 

 

The Immigration, Asylum and Nationality Act 2006 makes it a criminal offence for 

employers to employ someone who is not entitled to work in the UK. We therefore ask 

applicants to provide proof of their right to work in the UK before employment can 

commence. Our Human Resources team will provide further details at the appropriate 

stage in the recruitment process. 

 

2. Evidence of qualifications 

 

You will be asked to provide original certificates and documentation to evidence any 

qualifications or training that is required for the role and that has been stated by you as 

having been obtained. 

 

3. Medical fitness  
 

Please note that any offer of employment will be conditional upon receipt of a 
completed pre employment medical declaration. It may also be necessary to refer the 
successful candidate to the University of Oxford Occupational Health Service for 
confirmation that the candidate is medically fit for the post (allowing for any reasonable 
adjustments that may be required, in line with the provisions of the Equality Act 2010).    
 

4. Further checks 
 
Where required for the role, further checks, such as DBS, may be required. The Human 
Resources team will advise applicants of the need for any additional checks as 
appropriate. 
 
 

May 2022 
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