
WORCESTER COLLEGE, OXFORD

ADMISSIONS AND ACCESS OFFICER

1. The College

Worcester is one of the 38 constituent colleges of the University of Oxford. Founded in 1714, it
occupies the 26-acre site on the western side of the city where the Benedictines first founded
Gloucester College in 1283. Some of the buildings of the earlier college survive, and the
resulting mixture of architectural styles, together with the beautiful gardens, lake, and playing
field, attract students and visitors alike. The College has c400 undergraduates and c200
graduate students; of these 260 students live within the boundaries of the College itself, and a
further 200 live in College accommodation located within 300 metres of the College Lodge.

Like all Oxford Colleges, Worcester is an independent self-governing institution regulated by
the Charity Commission. The Governing Body comprises the Provost (Head of the College),
who chairs it, and 49 further Fellows, one of whom holds the office of Tutor for Admissions:
together they are responsible for the admission and tuition of students, for the welfare of all
students and staff, and for the College’s finances. There are also Research Fellows and a
number of Honorary and Emeritus Fellows.

2. Description of Position

Job Title and Department:
Admissions and Access Officer,
Academic Office.

Purpose of the post: The Admissions and Access Officer administers the
undergraduate admissions exercise, maintains current
outreach work and establishes new and imaginative
outreach schemes.

Reporting to: Tutor for Admissions on all matters relating to
admissions, and to the Academic Administrator, who
co-ordinates the requirements of the Academic Office in
association with the Senior Tutor, Tutor for Admissions,
Tutor for Graduates and Dean.

3. Job Description

The duties of the post include:

3.1 Handling undergraduate admissions enquiries, in person, by telephone and email.

3.2 Administering the undergraduate admissions exercise – distributing application material
to tutors, managing the admissions databases used by the University and the College,
organising interview arrangements and timetables, liaising with appropriate college staff
over meal and accommodation requirements, generating routine correspondence and
decision letters.



3.3 Drafting correspondence for the Tutor for Admissions, especially as part of the feedback
process.

3.4 Briefing subject tutors about decisions when A-level results are published (mid-August).

3.5 Updating and collating material for freshers (new undergraduate students), in
consultation with the Graduate Officer and other college staff, and arranging events for
the freshers’ induction week.

3.6 Developing contacts with appropriate schools and colleges, in particular those with little
or no experience of sending students to the University of Oxford, and corresponding
regularly with established contacts, building strong, reciprocal relationships between
schools and colleges and Worcester College.

3.7 Developing and running the programme of visits to schools and colleges, which may
include:

 Oxbridge presentations (pre-application) for AS-level students or students studying
for equivalent qualifications - answering queries, and encouraging them to apply to
the University of Oxford and to Worcester College;

 Admissions / Interview Workshops;
 Staff Development Sessions;
 Higher Education and Oxford presentations for year 9, 10 and 11 students.

3.8 Organising residential and day visits to Oxford for staff and students, and arranging
annual Open Days and other admissions events, e.g. Yorkshire Schools’ residential visit.

3.9 Preparing specially targeted literature for mass distribution.

3.10 Organising events for parents/carers/teaching staff to enable them to find out more about
Higher Education in a relaxed and supportive environment, and to listen to their views on
how best to encourage students to apply to the University of Oxford.

3.11 Assisting Fellows with the organisation of admissions/access events.

3.12 Where appropriate, working to increase local and national press coverage of the
College’s access activities.

3.12 Evaluating project outcome, not only in attracting applicants, but in assessing the
proportion of those applying who are admitted.

3.14 In consultation with the Tutor for Admissions, developing suitable publicity material in the
form of prospectuses, brochures and website updates.

3.15 Managing a contact database of schools and colleges.

3.16 Maintaining close links with admissions colleagues and access officers in colleges and
the central University and developing existing and innovative schemes in conjunction with
those colleagues to help potential applicants find out more about Oxford.

3.17 Occasional representation on access- and admissions-related working groups within the
University.

3.18 Taking part in University- or joint college-organised access events (e.g. the Pathways
programme.)



3.19 Working with The Brilliant Club and Brightside Mentoring to deliver the College’s access
initiative in Leeds/Bradford, which involves an e-mentoring scheme, a summer residential
programme at Worcester, and further annual events both in College and in
Leeds/Bradford schools.

3.20 Representing Oxford University at events around the UK as required – for example,
UCAS Fairs.

3.21 Participating in the University regionalisation programme by building relationships with
schools and colleges in the regions linked to the College, including making visits (within
the UK).

3.22 Assisting the Graduate Officer in managing the admissions and on-course administration
of the College’s graduate students.

3.23 Assisting other members of the Office with work at busy times, where appropriate.

3.24 Undertaking general office duties as required, including photocopying, filing, typing etc.

3.25 The postholder is required to familiarise him/herself with all College policies and
procedures and to comply with these at all times. Failure to comply with any of the
College’s policies may result in disciplinary action being taken.

3.26 This job description is intended to provide a broad outline of the main responsibilities
only. The postholder is required to be flexible in developing his/her role in agreement with
the Tutor for Admissions and/or the Academic Administrator. In addition he/she may be
required to carry out any other duties commensurate with the grading of this role, as well
as his/her expertise.

4. Selection Criteria

Essential

* Educated to degree level or equivalent.

* Highly organised with the ability to successfully manage a busy workload, sometimes

with conflicting priorities, and to work under pressure to strict deadlines, maintaining
high levels of accuracy and quality.

* Excellent interpersonal skills, including the ability to deal with difficult situations with tact

and diplomacy.

* Ability to work with a range of staff at all levels and to engage in discussions with a

range of audiences, from potential applicants to senior colleagues.

* Excellent customer service skills with experience of responding efficiently and effectively

in any enquiry medium and a clear commitment to, and experience of, improving

customer experience.

* Ability to work well within a team.

* Excellent verbal and writing skills, including a high-level of written and spoken English.

* Experience of preparing and delivering presentations.

* Advanced IT skills including the use of Microsoft Office products including Word,

Outlook, Powerpoint, Excel and Access.

* Ability to work independently and use own initiative.

* Creative and innovative approach to problem solving.

* Ability to work flexibly and to work occasional evenings and weekends.

* Ability to travel within the UK, from time to time.



Desirable

* Experience of working in a Higher Education setting.
* Knowledge of the Oxford undergraduate admissions process including the use of the

ADSS student systems.

* Knowledge of current issues facing higher education institutions and applicants to

undergraduate and postgraduate degree programmes.

* Knowledge of the UK school system.

* Experience of admissions/outreach activities.

5. Employment Conditions

5.1 Appointment: This is a permanent full time post, for 36.25 hours per week. The
appointment is conditional on verification of the successful candidate’s right to work in the
UK for Worcester College, receipt of two satisfactory references and pre-employment health
assessment. The successful applicant will also be required to undergo a Disclosure and
Barring Service check.

5.2 Salary: Reflects the University Salary, Grade 7 (£31,067-£38,183 per annum). It is
expected that the successful candidate will commence employment on the bottom of the
salary range, dependent on qualifications and experience.

5.3 Hours of Work: 36.25 hours per week.

5.4 Probation Period: There will be an initial probationary period of six months.

5.5 Pension: Employment with the College provides access to the Universities Superannuation
Scheme (USS) and the successful candidate will be automatically entered into this scheme
unless they chose to opt out.

5.6 Meals: Lunch is provided free of charge (when the College’s kitchen is open).

5.7 Annual Leave Entitlement: Annual leave entitlement is 38 working days pro-rata,
comprising 8 public holidays and 30 working days, of which 5 or 6 days are taken over the
College’s Christmas closure period. It is expected that Bank Holidays falling during term
time are worked.

5.8 Other Information:
Staff development courses will be available, where required/appropriate. Discounted Travel
to work scheme and childcare vouchers offered.

6. Application Procedure

To apply for the role please complete an application form and provide your curriculum vitae
along with a covering letter, of no more than 500 words, demonstrating how your skills and
experience fulfil the criteria set out in the person specification. Please also complete the
Diversity Declaration form.

You can download the Worcester College application form and Diversity Declaration form
from the College’s website at www.worc.ox.ac.uk/jobs.

Any enquiries relating to the role should be directed in the first instance to the Academic
Administrator, Worcester College, Walton Street, Oxford OX1 2HB, e-mail:
academic.administrator@worc.ox.ac.uk Telephone: 01865 278342.



Completed applications should be sent to the Human Resources Department, either by post
at Worcester College, Walton Street, Oxford OX1 2HB or electronically in a PDF format to:
human.resources@worc.ox.ac.uk.

Please also complete a Diversity Declaration form which will assist us with monitoring equal
opportunities in recruitment. We can assure you that the information given is kept
separately from the information used in recruitment decisions, and that all information is
strictly confidential, used purely for statistical purposes and to ensure that policies are being
applied fairly.

Please e-mail your Diversity Declaration form to human.resources@worc.ox.ac.uk or send it
in hard copy, separately from your application, to the address above.

The closing date for completed applications is 10am on Wednesday 30 August 2017.
Applications received after this time will not be considered

It is anticipated that interviews will be held at Worcester College during the early part of
September

All data supplied by applicants 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.


