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Job description and selection criteria 
	Job title
	TORCH Communications and Events Officer

	Division
	Humanities

	Department 
	TORCH | The Oxford Research Centre in the Humanities

	Location
	Radcliffe Humanities

	Grade and salary
	Grade 5

	Hours
	Full time (36.5 hours per week)

	Contract type
	Fixed-term – 31 July 2018 

	Reporting to

	TORCH Business Manager

	Vacancy reference
	125080

	Additional information
	


Introduction
The University 
The University of Oxford is a complex and stimulating organisation, which enjoys an international reputation as a world-class centre of excellence in research and teaching. It employs over 11,000 staff and has a student population of over 22,000.  

Our annual income in 2013/14 was £1,174.4m. Oxford is one of Europe's most innovative and entrepreneurial universities: income from external research contracts exceeds £478.3m p.a., and more than 80 spin-off companies have been created. 

Oxford is a collegiate university, consisting of the central University and colleges. The central University is composed of academic departments and research centres, administrative departments, libraries and museums. There is a highly devolved operational structure, which is split across four academic divisions, Academic Services and University Collections and University Administrative Services. For further information, please see: www.ox.ac.uk/staff/about_the_university/new_to_the_university/structure_of_university   

For more information please visit www.ox.ac.uk/about   

Humanities Division

The Humanities Division is one of four academic divisions in the University of Oxford, bringing together the faculties of Classics; English; History; Linguistics, Philology and Phonetics; Medieval and Modern Languages; Music; Oriental Studies; Philosophy; and Theology and Religion, as well as the Ruskin School of Drawing and Fine Art. The division has responsibility for over 500 members of academic staff, for over 4,000 undergraduates (more than a third of the total undergraduate population of the University), and for about 1600 postgraduate students.  

The Division offers world-class teaching and research, backed by the superb resources of the University’s libraries and museums, including the famous Bodleian Library, with its 11 million volumes and priceless early book and manuscript collections, and the Ashmolean Museum of Art and Archaeology. Such historic resources are linked to cutting-edge agendas in research and teaching, with an increasing emphasis on interdisciplinary study.  

The Humanities Division has one of the largest concentrations of humanities academics in the world, enabling Oxford to undertake research and teaching in Arts and Humanities unparalleled in its range, from music and fine art to ancient and modern languages. In the 2014 Research Excellence Framework, no other institution in the UK submitted a larger number of 4* researchers, and it is consistently ranked in the top three in international rankings of universities worldwide. 

For more information please visit: http://www.humanities.ox.ac.uk/
TORCH | The Oxford Research Centre in the Humanities

TORCH is a major new University of Oxford initiative that seeks to stimulate and support research that transcends disciplinary and institutional boundaries. It has a key role in promoting Oxford humanities research internally and externally.  It is based in the Radcliffe Humanities building.

For more information please visit: www.torch.ox.ac.uk 
Job description
Overview of the role
The main purpose of the post is to plan, manage, and deliver communications, events, and day-to-day administration for TORCH. The postholder will have responsibility for planning and coordinating a wide range of communications activities and projects, which are an essential part of the operation and development of TORCH, as well as a key role in developing its communications strategy for its key stakeholders. 
There may be an occasional need to work evenings or weekends, which will be agreed by prior arrangement with the Business Manager. Under these circumstances, time will be given in lieu.


Responsibilities/duties 
The postholder will mostly work to develop TORCH communications and events, as well as keeping the administration for TORCH up-to-date, in conjunction with the Business Manager. This includes following appropriate University and divisional procedures, and contributing to adapting TORCH’s practice accordingly.

They will be responsible for planning a wide range of communications activities internally and externally, online and in print and will ensure that all TORCH’s social networking spaces are kept up-to-date with relevant information and that content is appropriately conveyed and in-keeping with house style. 
The postholder will coordinate all events including planning, development and execution.  Communicating with a wide range of audiences including academic, staff, visitors and, for events, customers. 
They will work with the University Press Office to ensure appropriate coverage of events and TORCH research activities.  


They will be expected to continue to develop their communication and organisational skills as part of the role

The Communications Officer will report to the Business Manager. 

In summary, the principal tasks will include:


Communications

· To develop and deliver TORCH’s Communication Strategy with the Business Manager  
· Write, collate and edit TORCH’s E-Newsletters, Annual report and other material, in particular publicity and reports
· Designing of TORCH publicity materials
· Day-to-day responsibility for TORCH’s website and social media presence (Facebook, Twitter, LinkedIn etc.), including identifying areas for redevelopment for the Business Manager.
· Undertake training in relevant areas, including website development
· To undertake project work, as required with a view to further development and enhancement of internal communications processes, such as video projects. 

· Proactively supporting TORCH research groups with specialist advice on communications . 

· Report TORCH activities using surveys, Google Analytics etc, including some initial analysis of data.  
· Ensuring links and wider input into Humanities Divisional communications

Events

Plan, organise and deliver TORCH’s events programme, including evaluating their success. This includes TORCH-led and TORCH-supported events. 

To include, but not limited to:

· Organisation and setting up of events, including tracking the event budgets
· Liaison with academic organisers
· Processing event bookings
· Sending invitations to events by email and post
· Attending events 

Administration
· Monitor budgets and reporting for the TORCH research groups and activities

· Processing TORCH invoices and expense claims 
· Responding to correspondences in an appropriate and timely manner

· Customer focus

Selection criteria  
Essential
You will have an undergraduate degree and experience of working in the field of communications and events.
·    You will be able to demonstrate success of working with different communication channels including websites, social media tools, e-newsletters and printed materials. You will have excellent oral and written communication skills with the ability to tailor different messages clearly to different stakeholder groups. 
·  An outgoing and sociable personality with a genuine interest in people and the ability to relate to a range of different audiences

· Outstanding communications skills, both written and verbal, with creative and strong writing skills.
· Exceptional organisational and administrative skills, experience of working in a busy office and ability to work as part of a team, work unsupervised and under own initiative.
· Good IT skills, including Microsoft Word and Excel and design related packages

· Ability to work to tight deadlines and under pressure and to prioritise and organise workload.
· Flexible, adaptable and reliable, with good time-keeping skills, with a diplomatic and polite approach.

Desirable
· Experience in web development and desktop publishing

· Experience of working in an Oxford College or University
Please note that the appointment of the successful candidate will be subject to standard compulsory pre-employment screening, such as right to work checks. 

Please click here to read the candidate notes on the University’s pre-employment screening procedures.
Working at the University of Oxford
For further information about working at Oxford, please see:

www.ox.ac.uk/about_the_university/jobs/supportandtechnical/
How to apply

If you consider that you meet the selection criteria, click on the Apply Now button on the ‘Job Details’ page and follow the on-screen instructions to register as a user. You will then be required to complete a number of screens with your application details, relating to your skills and experience. When prompted, please provide details of two referees and indicate whether we can contact them at this stage. You will also be required to upload a supporting statement which explains how you meet the selection criteria for the post.  The supporting statement should explain your relevant experience which may have been gained in employment, education, or you may have taken time away from these activities in order to raise a family, care for a dependant, or travel for example.  Your application will be judged solely on the basis of how you demonstrate that that you meet the selection criteria outlined above and we are happy to consider evidence of transferable skills or experience which you may have gained outside the context of paid employment or education.
Please save all uploaded documents to show your name and the document type.  

All applications must be received by midday on the closing date stated in the online advertisement.

Information for Priority Candidates
A priority candidate is a University employee who is seeking redeployment owing to the fact that he or she has been advised that they are at risk of redundancy, or on grounds of ill-health/disability. Priority candidates are issued with a redeployment letter by their employing departments and this letter must be attached to any application they submit. 

There is no separate priority application date for this post
Full details of the priority application process are available at: www.admin.ox.ac.uk/personnel/end/red/redproc/prioritycandidate 
Should you experience any difficulties using the online application system, please email recruitment.support@admin.ox.ac.uk


Further help and support is available from http://www.ox.ac.uk/about_the_university/jobs/support/
To return to the online application at any stage, please click on the following link www.recruit.ox.ac.uk
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