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Job Description
_________________________________________________________________________

	Job title
	Bedel (Ceremonial Officer)

	Division
	PROCTORS OFFICE

	Department 
	The Proctors’ Office

	Location
	Oxford

	Grade and salary
	£4,500 per annum based on 180 hours across the year

	Hours
	Part-time (180 hours/pa) including evenings and weekends

	Contract type
	Permanent

	Reporting to
	Deputy Marshal/Principal Proctors’ Officer

	Vacancy reference
	133204

	Additional information
	Applications from existing employees are encouraged, as the role may be compatible with other employment in the collegiate University, as a discrete and additional set of duties (with existing line manager approval). Equally, it is suitable as a standalone post, and external applications are also encouraged.


The role 
The Bedels play a prominent role in the University’s official and ceremonial occasions, which are an important part of its business, its traditions and a living reflection both of its long history and of the institution it is today. They attend upon the Chancellor, Vice-Chancellor, the Proctors and other participating dignitaries on such occasions, and assist them and other University members to carry out ceremonial duties. They also deputise for the University Verger as necessary. Between them, the Bedels attend around 100 separate occasions in a year, many requiring only one or two to be present though some involve the whole team. 
There are 6 Bedels in total, led by the Bedel of Divinity, reporting to the Deputy Marshal under the general oversight of the director of Proctors’ Office staff, the Clerk to the Proctors. The Bedels hold the titles of Bedel of Law, Bedel of Medicine, Bedel of Arts, Quintus Bedel and Sextus Bedel. In practice, all of the Bedels fulfil all of the Bedel or Verger roles depending on the occasion.
The University’s official and ceremonial occasions, which routinely take place in the early evening or at weekends as well as during normal office hours, include:

· Pre-eminent events such as the annual Encaenia and ceremonies for the admission of University Officers, and other similar ceremonies

· Degree ceremonies 

· Matriculation ceremonies

· Occasional meetings of the University’s sovereign body and legislature, Congregation

· University sermons, Holy Communion and memorial services

· Special lectures 
Responsibilities 

Reporting to the Deputy Marshal/Principal Proctors’ Officer, under the oversight of the Clerk to the Proctors, you will:

· together with other Bedels, attend  upon  the  Chancellor, Vice-Chancellor, the Proctors and other VIP participants at official  and  ceremonial  occasions  and  assist  them in  fulfilling the ceremonial aspects of their role 

· take the lead when designated lead Bedel for a particular occasion, i.e. when the Bedel of Divinity is not present, generally supporting other Bedels in the performance of their duties and provision of high quality service to ceremony participants

· work to and in co-operation with the relevant event organisers (e.g. the Events Office, the Degree Conferrals Office, etc), supporting their approach to preparing and delivering their events and resolving any issues via the Bedel of Divinity in the first instance, or via the Deputy Marshal/Principal Proctors’ Office and/or Clerk to the Proctors

· display an awareness and understanding of the standing of ceremony participants and the context within which they fulfil their ceremonial duties

· be fully acquainted with University ceremonies and sermons, including the requirements of both statute and convention, and to give appropriate guidance on ceremonial matters 

· take steps as necessary, before and during ceremonies, to ensure that they proceed well, including both subtle intervention, prompting and advice-giving when situations call for it 
· act decisively, discreetly and intelligently in public, high-profile situations, in the interests of maintaining the dignity of the occasion and its participants
When deputising for the University Verger, the role additionally involves:
· calling to order and leading the University procession

· assertive marshalling of large groups on degree days and at matriculation ceremonies
Selection criteria 
· Ability to gain expertise in the University’s legislation and conventions relevant to the conduct of University ceremonies, to relate that expertise to the current requirements of the University and the relevant stakeholders, and to contribute to a common objective of giving contemporary expression to tradition and statute 
· Skills in communicating and advising others tactfully, diplomatically and constructively, both in preparation for formal and public occasions and during them, with due regard for preserving the dignity of the occasion

· Excellent interpersonal skills and adaptability to group dynamics
· First-class understanding of other University members’ varied needs and expectations, the demands on their time and how support for conducting ceremonies can best be tailored to incorporate those requirements 

· Confidence in performing duties in the public eye, including acting spontaneously but appropriately to solve problems and ensure that ceremonies and events are a high-quality experience for all

· Good sense of occasion, stagecraft and presentation
Desirable selection criteria
· Experience of conducting ceremonies in a higher-education institution or in a similar setting 
About the University of Oxford 
Welcome to the University of Oxford. We aim to lead the world in research and education for the benefit of society both in the UK and globally. Oxford’s researchers engage with academic, commercial and cultural partners across the world to stimulate high-quality research and enable innovation through a broad range of social, policy and economic impacts.
We believe our strengths lie both in empowering individuals and teams to address fundamental questions of global significance, while providing all our staff with a welcoming and inclusive workplace that enables everyone to develop and do their best work. Recognising that diversity is our strength, vital for innovation and creativity, we aspire to build a truly diverse community which values and respects every individual’s unique contribution.

While we have long traditions of scholarship, we are also forward-looking, creative and cutting-edge. Oxford is one of Europe's most entrepreneurial universities. Income from external research contracts in 2015/16 exceeded £537.4m and we rank first in the UK for university spin-outs, with more than 130 companies created to date. We are also recognised as leaders in support for social enterprise.

Join us and you will find a unique, democratic and international community, a great range of staff benefits and access to a vibrant array of cultural activities in the beautiful city of Oxford.  

For more information please visit www.ox.ac.uk/about/organisation  
The Proctors’ Office
The Proctors’ Office is an impartial and discrete institution within the University, with a scrutiny role focussed on:

· reviewing the application and observance of University legislation, policy and practice in governance and service delivery

· inquiring into individual cases of possible non-compliance with University rules and regulations, departures from appropriate service standards and other problems with both academic and non-academic services to students

· advising University members on fair and proper conduct of their business and activities

We carry out our work in support of decision-making by the Proctors and the Assessor, who are senior officers and trustees of the University with a role of oversight and inquiry in respect of most aspects of University business. Our work is primarily concerned with the student experience, in particular the conduct of examinations, services provided to students including teaching and supervision, and identifying appropriate responses to issues raised.
The Proctors’ remit extends to ensuring that the customs and privileges of the University are upheld and assisting the Vice Chancellor in the oversight of all ceremonial matters.
How to apply

Before submitting an application, you may find it helpful to read the ‘Tips on applying for a job at the University of Oxford’ document, at www.ox.ac.uk/about/jobs/supportandtechnical/.

If you would like to apply, click on the Apply Now button on the ‘Job Details’ page and follow the on-screen instructions to register as a new user or log-in if you have applied previously. Please provide details of two referees and indicate whether we can contact them now.   
You will also be asked to upload a CV and a supporting statement. The supporting statement must explain how you meet each of the selection criteria for the post using examples of your skills and experience. This may include experience gained in employment, education, or during career breaks (such as time out to care for dependants). 

Your application will be judged solely on the basis of how you demonstrate that you meet the selection criteria stated in the job description. 

Please upload all documents as PDF files with your name and the document type in the filename.  

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 because they have 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.
If you are a priority candidate, please ensure that you attach your redeployment letter to your application (or email it to the contact address on the advert if the application form used for the vacancy does not allow attachments) 

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 www.ox.ac.uk/about_the_university/jobs/support/. To return to the online application at any stage, please go to: www.recruit.ox.ac.uk.
Please note that you will be notified of the progress of your application by automatic emails from our e-recruitment system. Please check your spam/junk mail regularly to ensure that you receive all emails. 
Important information for candidates

Pre-employment screening

Please note that the appointment of the successful candidate will be subject to standard pre-employment screening, as applicable to the post. This will include right-to-work, proof of identity and references. We advise all applicants to read the candidate notes on the University’s pre-employment screening procedures, found at:  

www.ox.ac.uk/about/jobs/preemploymentscreening/. 

The University’s policy on retirement
The University operates an Employer Justified Retirement Age (EJRA) for all academic posts and some academic-related posts. From 1 October 2017, the University has adopted an EJRA of 30 September before the 69th birthday for all academic and academic-related staff in posts at grade 8 and above. The justification for this is explained at: www.admin.ox.ac.uk/personnel/end/retirement/acrelretire8+/. 
For existing employees, any employment beyond the retirement age is subject to approval through the procedures: www.admin.ox.ac.uk/personnel/end/retirement/acrelretire8+/. 
From 1 October 2017, there is no normal or fixed age at which staff in posts at grades 1–7 have to retire. Staff at these grades may elect to retire in accordance with the rules of the applicable pension scheme, as may be amended from time to time. 
Equality of Opportunity

Entry into employment with the University 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. No applicant or member of staff shall be discriminated against because of age, disability, gender reassignment, marriage or civil partnership, pregnancy or maternity, race, religion or belief, sex, or sexual orientation.
Benefits of working at the University
University Club and sports facilities

The University Club provides social, sporting and hospitality facilities. It incorporates a bar, café and sporting facilities, including a gym. Staff can also use the University Sports Centre on Iffley Road at discounted rates, including a fitness centre, powerlifting room, and swimming pool. 
See: www.club.ox.ac.uk and www.sport.ox.ac.uk/oxford-university-sports-facilities.
Information for international staff (or those relocating from another part of the UK)

If you are relocating to Oxfordshire from overseas, or elsewhere in the UK, the University's International Staff website includes practical information related to moving to and settling in Oxford such as advice on immigration, relocation, accommodation, or registering with a doctor. 
See: www.internationalstaffwelcome.admin.ox.ac.uk/ 
The University of Oxford Newcomers' Club 

The University of Oxford Newcomers' Club is an organisation run by volunteers that aims to assist the partners of new staff to settle into Oxford and to provide them with an opportunity to meet people in the area. See www.newcomers.ox.ac.uk/  
Childcare 

The University has excellent childcare services with five University nurseries, as well as University-supported places at many other private nurseries.
For full details including how to apply and the costs, see www.admin.ox.ac.uk/childcare. 
Family-friendly benefits

The University subscribes to My Family Care (www.admin.ox.ac.uk/personnel/staffinfo/benefits/family/mfc/) and staff are eligible to register for emergency back-up childcare and adultcare services, a 'speak to an expert' phone line and a wide range of guides and webinars through a website called the Work + Family space.

Disabled staff

We are committed to supporting members of staff with disabilities or long-term health conditions. Please visit www.admin.ox.ac.uk/eop/disab/staff for further details including information about how to make contact, in confidence, with the University’s Staff Disability Advisor. 
Staff networks
The University has a number of staff networks including the Oxford Research Staff Society, BME staff network, LGBT+ staff network and a disabled staff network.  You can find more information at www.admin.ox.ac.uk/eop/inpractice/networks/  

Other benefits

Staff can enjoy a range of other benefits such as free visitor access to the University’s colleges and the Botanic Gardens as well as a range of discounts. 

See www.admin.ox.ac.uk/personnel/staffinfo/benefits 
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