
 

 

 

 

 

 

 

 

Academic Administrator 

 

Further Particulars 

 

Job Title: Academic Administrator 

 

Salary: University’s clerical grade 6 (currently £28,098 - £36,613) depending 

on experience 

 

   Role: To conduct the on-course academic administration of the College and 

provide support to the Academic & Admissions Manager 

 

Hours: Full-time (36.5 hour week including unpaid lunch break). Working 

hours are typically 9.00 am to 5.00 pm but flexibility is required in 

busy periods  

 

Benefits: Membership of the Oxford Staff Pension Scheme. Free meals on duty 

and holidays of 38 working days, including public holidays and 

College closure at Christmas.  Holidays other than during closure are 

arranged in liaison with the Academic & Admissions Manager 

 

Liaison with: Liaison with College Officers, Fellows, Lecturers, Students, Bursar, 

Accountant, Lodge Staff, Accommodation Manager, IT Staff, 

University Offices, Proctors, University Exams Teams, Education 

Committee, Conference of Colleges, Disability Advisory Service, 

University Card Office, Academic Records Office.  

 

Responsible to: Academic & Admissions Manager 

 

Additional: Examination administration and participation in Degree Days may 

require working in some evenings and on some weekends. In such 

cases, either overtime will be paid, or time off given in lieu. 

 

Mansfield College 

Mansfield College has a well-deserved reputation as a friendly, close-knit college in 

which tutors and students work together to achieve academic excellence. The College was 

founded in 1838 as Spring Hill College, and moved to its present site in Oxford under the 

name of its founders, George and Elisabeth Mansfield.  Throughout its history, Mansfield 

has worked hard to make an Oxford education available to previously excluded groups, 

and is the Oxford College with the highest proportion of state sector students. Mansfield 

is a small College with approximately 60 academic staff, 240 undergraduates and 170 



graduates. The current Principal is Baroness Helena Kennedy, an internationally 
acclaimed Human Rights lawyer.  

Role of the Academic Administrator 

 

Overall Objective: To conduct the on-course academic administration of the College, 

including management of examinations, student prizes and awards, academic 

appointments and the maintenance of academic records. To support the Academic & 

Admissions Manager, Senior Tutor, Tutor for Admissions, Tutor for Graduates, Tutor for 

Disabilities (and sometimes the Dean and Tutor for Welfare) in their individual roles as 

College officers.  

 

The advertised post is a new post arising from the restructuring of the College Office. The 

Office, when fully staffed, will comprise an Academic & Admissions Manager, the 

Academic Administrator and an Access Officer & College Office Assistant. 

 

Duties of the job 

 

A. Student Administration 

1. To administer and monitor all student prizes and awards, including Graduate 

Travel Awards and Book & Research Materials grants, undergraduate 

scholarships and exhibitions, and the undergraduate & visiting student grant. 

2. To monitor the results of teaching delivery by checking collection results, 

collating Visiting Students’ marks, and highlighting for the Senior Tutor cases 

meriting attention. 

3. To administer student changes in circumstance; student disciplinary cases; 

graduate forms; appeals; submissions of medical information to examiners; 

processing and recording graduate milestones. 

4. To distribute and collate termly feedback forms from undergraduates and Visiting 

Students. 

5. To monitor attendance for Tier 4 students. 

6. To produce and distribute transcripts for Visiting Students. 

7. To produce transcripts for students and alumni as required. 

8. To manage the induction and registration of all new students (including Freshers’ 

packs, matriculation, College and University contracts, University cards and other 

academic requirements), and devise the Freshers’ week timetables with the Tutor 

for Admissions. 

9. To organize Collections (internal examinations) at the beginning of each term, 

and later in term if required. 

10. To make arrangements for Degree Days and conferral of degrees. 

11. To provide expertise and support for students with queries. 

12. To revise and produce the College Student Handbook and all College lists on an 

annual or termly basis. 

13. To act as Disability representative, coordinating of the provision of academic and 

welfare support for students with special needs. 

14. To administer the annual rollover of the College’s ERM database. 

 

B. University Examinations 

1. To manage exam entry, alternative arrangements, dispensations, submission 

extensions and examination complaints in liaison with the Disability Advisory 

Service, Proctors’ Office and Examinations team where appropriate. 

2. To attend to examination-related emergencies such as non-attendance or illness. 



3. To make arrangements for College examination sittings and incarceration. 

4. To record all examination results. 

 

C. Fellows’ Administration and Support 

1. To be responsible for routine aspects of Joint Appointments – composing the 

cases for bids, with the assistance of subject tutors, for presentation at Governing 

Body by the Senior Tutor. 

2. To liaise with the Senior Tutor over applications for dispensation, buyouts etc. 

3. To administer academic appointments, including Visiting Fellowships. 

4. To maintain files of academic staff. 

5. To liaise with Fellows over the appointment of College Lecturers, helping them to 

prepare standard cases with reference to the guidelines, for presentation by the 

Senior Tutor at Governing Body. 

 

D. Website and Marketing 

1. To maintain the College Office’s sections of the College website, liaising with 

Fellows and Staff to ensure that the relevant sections of the site are current, 

accurate, and in line with Competition & Markets Authority requirements. 

 

E. Record Keeping and Publications 

1. To prepare lists of students and submit information to the University and other 

bodies as required. 

2. To assist in the production of internal and public documents. 

3. To liaise with other departments for whom student and tutor records are required. 

4. To archive former students’ files as required. 

 

F. Committee Work 

1. To service the College’s Welfare Meetings. 

2. To provide papers for, and report to, Academic Policy Committee and Governing 

Body as required. 

 

Person specification 

Essential 

 Education to degree level or equivalent 

 Good oral and written communication  

 Inter-personal skills, including the capacity to deal confidently with a wide range 

of people, including Fellows, College staff, students and University 

administrators, and to behave with diplomacy and discretion  

 Ability to work independently and flexibly as part of a small team, and to cover 

for colleagues as required. 

 Organisational skills: including efficient and accurate office procedures and 

record-keeping, time-management skills, ability to prioritise and work under 

pressure  

 Administrative and IT skills, including use of Windows-based systems including 

Word, Excel and the ability to learn new applications when required  

 Sympathy with the aims, objectives and academic values of an Oxford College. 

 Evidence of problem-solving skills and the ability to exercise judgement and take 

initiative.  

 

Desirable 

 Administrative experience in higher education. 

 Experience of assisting students with welfare or disability needs. 



 Experience of servicing committees.  

  

The successful candidate should be prepared to undertake training as necessary. 

 

             Disability: Applicants should state if they have any particular disabilities for which 

the College would seek to make reasonable adjustments. 

 

      Probation:  Three months with one week’s notice on either side. 

 

      Notice:  Subject to a satisfactory probationary period, three month’s notice of 

termination to be given by either side. 

 

Application details 

 

Candidates should send: an application form; full curriculum vitae and a letter stating how 

their skills, experiences and interests equip them to take this role, electronically to the 

Academic Registrar (academic.administrator@mansfield.ox.ac.uk) by noon on the closing 

date of 3rd January 2018.  

 

Short-listed applicants will be notified by e-mail of interview dates and times. Interviews 

are expected to take place on Thursday 11th January 2018. 

 

Mansfield College is an equal opportunities employer.  

 

Applicants are also asked to complete the Equal Opportunities Monitoring form and 

return it by post to Lynne Quiggin, Mansfield College, OX1 3TF.  

 

Any enquiries related to these Further Particulars should be directed in the first instance 

to the Senior Tutor, Lucinda Rumsey (telephone: 01865 270990 or e-mail: 

lucinda.rumsey@mansfield.ox.ac.uk). 
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