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Administrative Assistant – Academic Office

Current need: 
Somerville would like to appoint a full-time, temporary Administrative Assistant to provide support for our busy and friendly Academic Office during the summer period from the end of July until the end of September. This will include providing office cover while staff take leave and undertaking a wide variety of tasks to support all the staff in the office during the period before our incoming Academic Registrar joins us in September 2022.

Terms: 

· Equivalent annual salary in the range £24,174 - £27,166 (hourly £13.28-£14.90) depending on skills and experience

· Full-time (35 hours per week) post available immediately until 30 September 2022.

· 38 days holiday (pro-rata) inclusive of bank holidays

· Free lunch

· A range of benefits as a University Card holder

· Office-based at Somerville College, Woodstock Road, Oxford OX2 6HD
Department: 

Academic Office

Reporting to:

Academic Registrar/Senior Tutor 
Responsible to: 
Senior Tutor
Liaison with:
All College staff 

Purpose of the role 
To provide efficient, high level administrative support for the Academic Office. 
Main duties

· Deal with straight-forward enquiries from current and prospective students, academics and other College departments.
· Provide support for processes relating to confirmation of offers following the publication of A level results.

· Draft and type letters/emails as required, including student documents and certificates
· Provide support as needed for Degree Day administration.
· Provide basic cover for other members of the office during periods of absence.
· Monitor the generic email addresses, tagging emails for other team members to respond to where relevant, replying to enquiries, forwarding emails where required.

· Update and maintain relevant sections of the College website, including the Student Directory, Information for New Students, Degree Days, and support the Academic Registrar in keeping Admissions pages up to date.

· Provide administrative support for the Tutorial and Graduate Officer in processing incoming graduate students

· Assist with recruitment and appointment processes for incoming academics, including issuing new starter information

· Ensure filing systems and archiving processes are kept up-to-date

· Assist with updating of student records and information systems, circulating necessary information to other College departments as needed

· Other duties as required and as appropriate to the role

This is a broad and varied role designed to provide pro-active administrative assistance to the wide range of functions undertaken by the Academic Office. As such, the description above is an outline of the nature of the duties to be undertaken but is not an exhaustive list. The postholder must have the flexibility and willingness to engage in a variety of tasks and support any member of the Academic Office team to ensure that essential processes are completed and deadlines met.
Person specification
Essential

· Previous experience of providing administrative support in a similar academic environment 

· Ability to pick up processes and follow instructions quickly and work in a methodical and highly organised manner

· Flexibility and willingness to undertake a wide-variety of administrative duties

· Good verbal and written communication skills in English with the ability to liaise with individuals at all levels

· IT literacy with proficiency in Microsoft Office software, databases and ability to update information on websites
· Pro-active and problem-solving approach to duties

Desirable

· Previous experience working for an Oxford College or University department
· Knowledge of student records databases

