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Job Description
_________________________________________________________________________
ENGINEERING SCIENCE

	Job title
	Internal Communications Manager, and PA to the Head of Finance & Administration (Maternity Cover)

	Division
	Mathematical, Physical and Life Sciences Division 

	Department 
	Engineering Science 

	Location
	Central Oxford

	Grade and salary
	Grade 5: £26,341 - £31,406 per annum

	Hours
	Full time

	Contract type
	Fixed term to the 31st July 2022

	Reporting to


	Joanna Rhodes, Head of Finance & Administration

	Vacancy reference
	153706


The role 
This role combines the responsibility for developing and implementing the Department’s communications strategy and the provision of high-level office administration and clerical support.
The post encompasses the following three key areas of responsibility: communications duties (70%), personal assistant duties (20%), administrative & projects duties (10%). The percentages should be taken as a guide only and can be expected to flex as priorities change.

As the Department’s Internal Communications Manager, the post-holder will be responsible for developing and implementing the Department’s communications strategy in order to strengthen information-sharing, such that a greater sense of community is built within the department and to raise awareness of the Department’s strategic aims and its achievements.

A high level of independent judgement and discretion is required. An ability to deal with a wide range of business rapidly and efficiently and work to deadlines is expected along with the ability to work on one’s own initiative, anticipate requirements and take appropriate action in time. The Department of Engineering Science is a busy environment so the ability to organise and prioritise tasks are key aspects of the role. The post-holder will need to become broadly familiar with both the aims and objectives of the Department, and its members, and of the specific duties of the Head of Finance and Administration and Head of Department, in order to support these duties as necessary so as to promote the smooth and effective working of the Department.

The role reports directly to the Head of Finance and Administration, however, the postholder will have contact with a wide variety of key staff within the Department, including, but not limited to, academic staff, senior university managers, support staff, visitors and will also need to build working relationships with other University colleagues and external bodies.

Responsibilities 
Communications Manager (70%)
Strategy 

· Plan and deliver strategic internal communications activities to engender a sense of community and engagement across the whole department.

· Set up and maintain new structures to facilitate internal communications (such as email distributions lists)

· Develop and implement appropriate methods for evaluating the communications strategy and monitor and analyse the results

· Plan and coordinate staff briefings, away days and events working closely with the senior management team and other relevant staff

· Educate and influence senior stakeholders about best practice communication approaches

Newsletter

· Hold full responsibility for creating and publishing a regular series of newsletters for the department using Adestra mailing software 

· Write, edit and circulate the fortnightly Departmental Bulletin 

· Monitor email traffic to avoid the overload of disparate information and ensure information is available and members of staff know where to find it
· Ensure continuity of newsletters during absence, by providing training and written guidance 
Intranet

· Manage, maintain and further develop the intranet including responsibility for the shape, design and content management ensuring it is kept up-to-date and varied by running regular reviews of the content 

· Support teams to develop their own pages as appropriate and provide guidance on the content (grammar, style, branding) 

· Make use of intranet analytics to monitor and evaluate pages
Relationships

· Act as a key contact in the Department for internal communications-related matters; engaging with and identifying a wide range of stakeholders 
· Providing timely and relevant information, inviting and responding to feedback and providing opportunities for consultation and involvement

· Working closely with colleagues in the Department’s Communications and Events Team

· Build and maintain good working relations with the Divisional Communications Manager and the University Press Office. Participate in the Oxford University Communications Officers Network and MPLS Communications Network as required, establishing good working relationship with other University Communications Officers

General Internal Communications
· Contribute to the departmental database of images and ensure records of copyright and permission to use images

· Provide support if requested to internal groups and societies with their own internal communications, such as provide guidance on creating intranet pages, creation of forums, design of printed material (e.g. Women in Engineering)
· Ensure at all times that communications comply with the Department’s and University’s policies and procedures on health and safety, security and data protection
· Ensure that relevant University and employee news reaches staff in the Department

· Ensure organisational initiatives and projects are successfully communicated to employees and stakeholders

Personal Assistant Duties (20%)

· Support the Head of Finance and Administration in managing her electronic diary and prioritising her business and busy work schedule. You should have diary management skills to ensure skilful and well-planned organisation of the schedule, including the ability to anticipate associated arrangements that may need to be made in support of the schedule
· Arrange PSMG (Professional Services Management Group) regular meetings, team away days, etc., arrange venues and hospitality as required
· Coordinate the preparation of PDRs for PSMG Managers
· Play a key role in procedural and operational troubleshooting by assisting with the development of effective solutions to problems that may arise
· Convey any information that is confidential and sensitive with careful thought and professionalism
· Develop successful working relationships with academic and support staff colleagues across the Department, Division, University Offices, and the collegiate University, in support of the activities of the Head of Finance and Administration
Administrative Duties & Projects (10%)

· Take a proactive approach in assisting the Head of Finance and Administration in the development of efficient administrative processes to support the running of the Department as a whole. Help specify, develop and implement systems and procedures as necessary
· On behalf of the Head of Finance and Administration arrange regular operational meetings; take minutes and follow up on actions
· Service committees as requested by the Head of Finance and Administration including co-ordinating agendas and papers, taking minutes and updating committee website
· Support the Head of Finance and Administration in projects that arise, such as external reviews
· Organise and facilitate staff events (including arranging refreshments, preparing invites and monitoring attendance)
· Organise the Professional and Technical Staff Christmas Party

· Cover time critical aspects of the EA to Head of Department role in her absence 

Selection criteria 
Essential

· Previous experience in a communications role, notably experience of working with a content management system, and writing for the web 
· Considerable previous PA experience at a senior level or similar with experience of managing a busy inbox and complicated diary

· Excellent skills in office IT systems, including email, internet, MS office applications, bespoke databases, PowerPoint etc. along with an ability to deal with changing office technologies

· Proven experience of organisation and time management skills

· Significant experience of project co-ordination and capacity to work independently and take initiative, problem-solve, handle multiple projects, and exercise good judgment in an organised and professional manner without the support of a team

· Ability to prepare documents with a high degree of speed, accuracy and high command of English grammar and spelling 

· Ability to take minutes 

· Evidence of tact and discretion in dealing with extremely confidential or sensitive matters

· Well-developed interpersonal, advocacy and diplomacy skills, with the ability to communicate clearly and effectively with a wide range of stakeholders, both internally and externally.

Desirable

· Experience of working in an academic environment 

· Experience of events management, and good understanding of the process of organising both academic and social events 
This job description should be regarded only as a guide to the duties required and is not intended to be definitive.  It may be reviewed in the light of a change in circumstances following consultation with the post holder. The Job Description does not form part of the contract.

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, and in providing all of our staff with a welcoming and inclusive workplace that supports everyone to develop and do their best work. Recognising that diversity is a great strength, and 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 2014/15 exceeded £522.9m and ranked first in the UK for university spin-outs, with more than 130 spin-off 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  
Engineering Science Department 

Engineering teaching and research takes place at Oxford in a unified Department of Engineering Science whose academic staff are committed to a common engineering foundation as well as to advanced work in their own specialities, which include most branches of the subject. We have especially strong links with computing, materials science and medicine. The Department employs about 90 academic staff (this number includes 13 statutory Professors appointed in the main branches of the discipline, and 25 other professors in the Department); in addition there are 9 Visiting Professors. There is an experienced team of teaching support staff, clerical staff and technicians. The Department has well-equipped laboratories and workshops, which together with offices, lecture theatres, library and other facilities have a net floor area of about 22,000 square metres. 
Teaching

We aim to admit 160-170 undergraduates per year, all of whom take a 4-year Engineering Science course leading to the MEng degree. The course is accredited at MEng level by the major engineering institutions. The syllabus has a common core extending through the first two years. Specialist options are introduced in the third year, and the fourth year includes further specialist material and a major project. 

Research

The Department was ranked the top engineering department in the UK, as measured by overall GPA, in the Research Excellence Framework 2014 exercise. We have approximately 350 research students and about 130 Research Fellows and Postdoctoral researchers. Direct funding of research grants and contracts, from a variety of sources, amounts to an annual turnover of approximately £19m in addition to general turnover of about £18m. The research activities of the department fall into seven broad headings, though there is much overlapping in practice: Thermofluids; Materials and Mechanics; Civil and Offshore; Information, Control and Vision; Electrical and Optoelectronic; Chemical and Process; Biomedical Engineering.
For more information please visit:

http://www.eng.ox.ac.uk/
The University of Oxford is a member of the Athena SWAN Charter and holds an institutional Bronze Athena SWAN award. The Department of Engineering Science holds a Departmental Bronze Athena award in recognition of its efforts to introduce organisational and cultural practices that promote gender equality in SET and create a better working environment for both men and women.
The Mathematical, Physical, and Life Sciences Division
The Mathematical, Physical, and Life Sciences (MPLS) Division is one of the four academic divisions of the University. In the results of the six-yearly UK-wide assessment of university research, REF2014, the MPLS division received the highest overall grade point average (GPA) and the highest GPA for outputs. We received the highest proportion of 4* outputs, and the highest proportion of 4* activity overall. More than 50 per cent of MPLS activity was assessed as world leading.

The MPLS Division's 10 departments and 3 interdisciplinary units span the full spectrum of the mathematical, computational, physical, engineering and life sciences, and undertake both fundamental research and cutting-edge applied work. Our research addresses major societal and technological challenges and is increasingly focused on key interdisciplinary issues. MPLS is proud to be the home of some of the most creative and innovative scientific thinkers and leaders working in academe.  We have a strong tradition of attracting and nurturing the very best early career researchers who regularly secure prestigious fellowships
We have around 6,000 students and play a major role in training the next generation of leading scientists. Oxford's international reputation for excellence in teaching is reflected in its position at the top of the major league tables and subject assessments. 
MPLS is dedicated to bringing the wonder and potential of science to the attention of audiences far beyond the world of academia. We have a strong commitment to supporting public engagement in science through initiatives including the Oxford Sparks portal (http://www.oxfordsparks.net/) and a large variety of outreach activities. We also endeavour to bring the potential of our scientific efforts forward for practical and beneficial application to the real world and our desire is to link our best scientific minds with industry and public policy makers.
For more information about the MPLS division, please visit: http://www.mpls.ox.ac.uk/
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. 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 (one of which must be your current or most recent employer/supervisor) 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.
Supporting Statement

The supporting statement should describe your skills and experience relevant to the post. These may have been gained through employment, education/training, voluntary/community work or you may have taken time away from these activities in order to raise a family, care for a dependent, 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. We will short list for interview those whose applications best demonstrate that the applicant meets the selection criteria, so it is important that you use your supporting statement to explain clearly, point by point, how you match them. Please note that a copy of a CV will not be accepted as substitute for a supporting statement and that inclusion of the statement is a mandatory step in the online application process.
References

Please give the details of people who can provide a reference for you. If you have previously been employed, your referees should be people who have managed you, and at least one of them should be your formal line manager in your most recent or current job. Otherwise they may be people who have supervised you in a recent college, school, or voluntary experience. It is helpful if you can tell us briefly how each referee knows you (e.g. ‘line manager’, ‘college tutor’). Your referees should not be related to you.
We will assume that we may approach them at any stage unless you tell us otherwise. If you wish us to ask for your permission before approaching a particular referee, or to contact them only under certain circumstances (for example, if you are called to interview) you must state this explicitly alongside the details of the relevant referee(s).
If you currently work, or have previously worked, for the University of Oxford, we will also take up a reference from the head or administrator of the previous employing department. This will be in addition to taking references from the referees you have provided. 
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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 for all academic and academic-related posts (grade 6 and above), for which the retirement date is the 30 September immediately preceding the 68th birthday. The justification for this is explained at: www.admin.ox.ac.uk/personnel/end/retirement/revisedejra/revaim/.
For existing employees any employment beyond the retirement age is subject to approval through the procedures: www.admin.ox.ac.uk/personnel/end/retirement/revisedejra/revproc/
There is no normal or fixed age at which support staff in posts at grades 1–5 have to retire. Support staff may retire once they reach the minimum pension age stipulated in the Rules of the pension scheme to which they belong. 
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

Training and Development

A range of training and development opportunities are available at the University. Further details can be found at www.ox.ac.uk/staff/working_at_oxford/training_development/index.html.

For research staff only: Support for Research Staff 

There is a particularly wide range of support for career development for research staff. Please visit: www.ox.ac.uk/research/support-researchers to find out more.
Pensions

The University offers generous occupational pension schemes for eligible staff members. Further details can be found at www.admin.ox.ac.uk/finance/epp/pensions/pensionspolicy/. 

Information for international staff (or those relocating from another part of the UK)
A wealth of information is available on the University's International Staff website for staff who are relocating to Oxford from abroad, at www.admin.ox.ac.uk/personnel/staffinfo/international/.

The University of Oxford Newcomers' Club 

The Newcomers' Club is aimed at helping partners of newly-arrived visiting scholars, graduate students and academic members of the University to settle in and to meet people in Oxford.
Transport schemes

The University offers a range of travel schemes and public transport travel discounts to staff. Full details are available at www.admin.ox.ac.uk/estates/ourservices/travel/.
University Club and University Sports Facilities

The University Club provides social, sporting and hospitality facilities. It incorporates a Club bar, a cafe and sporting facilities, including a gym. See www.club.ox.ac.uk for all further details.
University staff can use the University Sports Centre at discounted rates, and have the chance to join sports clubs. Please visit www.sport.ox.ac.uk/oxford-university-sports-facilities.
Childcare and Childcare Vouchers

The University offers quality childcare provision services at affordable prices to its employees. For full details about the services offered, please visit www.admin.ox.ac.uk/childcare/. NB: Due to the high demand for the University’s nursery places there is a long waiting list.
The University also offers nursery fee payment schemes to eligible staff as an opportunity to save tax and national insurance on childcare costs. Please visit www.admin.ox.ac.uk/childcare. 

Disabled staff

The University is committed to supporting members of staff with a disability or long-term health condition and has a dedicated Staff Disability Advisor. Please visit www.admin.ox.ac.uk/eop/disab/staff for further details.
BUPA - Eduhealth

Bupa Eduhealth Essentials private medical insurance offers special rates for University of Oxford staff and their families www.eduhealth.co.uk/mini-site/.

All other benefits

For other benefits, such as free entry to colleges, the Botanic Gardens and staff discounts offered by third party companies, please see www.admin.ox.ac.uk/personnel/staffinfo/benefits/.
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