
 

 

 

 

Executive Assistant for the Principal of Mansfield College 

This is an exciting opportunity to become the Executive Assistant for the Principal of Mansfield 
College, Helen Mountfield QC.  
 
Mansfield is a constituent College within the University of Oxford. The College is small, friendly, proud 
of our diverse and collaborative atmosphere, and known for leading the way on access to Oxford 
University for students from state schools. Mansfield has big ambitions and we’re looking for a super-
organised self-starter who is a strong communicator and an excellent collaborator, to play a key role at 
the heart of our College.   

You will manage the administrative support for the Principal, taking responsibility for a range of 
processes to support the smooth day-to-day running of the Principal’s office, to liaise with the bursary, 
college office and development office, to keep them joined-up and running smoothly, and to be the key 
point of contact for her visitors. The position includes electronic diary management, providing support 
to committees, arranging meetings, as well as taking a leading role in organising the College’s series of 
weekly Friday Talks convened by the Principal during University term-time.  
 
At Mansfield, this role also has responsibility for working with the Development team on College-wide 
communications, so you will be adept at sourcing and producing lively content for the College website 
and for social media, or be keen and have the aptitude to learn. You will also have the opportunity to 
create and deliver specific College projects at the Principal’s direction. 
 
You will need to be a proactive and efficient administrator with strong people and organisational skills, 
a professional approach, and the ability to deal with confidential matters with tact and diplomacy. In 
addition to having experience of high-level administration, you will be able to manage and prioritise a 
varied and busy workload and work to deadlines with minimal supervision, maintaining attention to 
detail and a high level of accuracy. You will have strong written and verbal communication skills, 
meaning you can draft everything from professional correspondence to social media posts on behalf of 
the College. The ability to work constructively with a wide range of people, as part of a team, and to 
liaise effectively with colleagues within an academic environment, is also essential. 

In return, we offer an excellent working environment in central Oxford, good terms and conditions, 
and the opportunity to contribute to a fantastic College community. 

Further details of the post and the appointment process are available at: 
https://www.mansfield.ox.ac.uk/vacancies 

 

Closing date for applications:  Friday 9 October at Noon 

 

Mansfield College is committed to Equal Opportunities and welcomes applications from all sections 

of the community. We therefore ask that all applicants return the Equal Opportunities form as part 

of the selection process. 

https://www.mansfield.ox.ac.uk/vacancies
https://www.trinity.ox.ac.uk/wordpress/wp-content/uploads/2019/08/Recruitment-Monitoring-form-Oct-2018.docx

