
 

 
 

 
 

Mansfield College: Communications Assistant (part-time) 

 

We are seeking a proactive and efficient Communications Assistant to provide (mainly digital) 

communications support, for a 2 day a week role within the Development team at Mansfield 

College, University of Oxford.  

Initially we are advertising this role within the Mansfield community only as we would like this to be 

a career development opportunity for students or alumni of the College.  

 

Mansfield has the highest state sector intake of Oxford colleges. Open, friendly and welcoming, it leads 

the way on access to Oxford University for students from state schools.  Mansfield values diversity and 

difference as necessary elements of a vibrant study and work environment . The College is strongly 

committed to providing a fair working environment which promotes equality, respect and inclusion. 

Applications are particularly welcome from Black, Asian and minority ethnic candidates, who are 

currently under-represented in administrative posts at Mansfield. Mansfield College and the 

University of Oxford are equal opportunities employer and all applications will be considered on 

their merits. 

Responsibilities  

As Communications Assistant your main duties will include:  

• Supporting the Alumni Relations & Communications Officer on producing creative and 

engaging content for online and electronic communications such as website news and 

updates, e-newsletters, social media status updates and stories on channels including: 

Facebook, Instagram, Twitter and LinkedIn. 

• Liaising with academics and students across the College, playing a pro-active role in coming 

up with creative ideas for content for external communications for Mansfield College.  

• Supporting the Alumni Relations & Communications Officer on the production of the annual 

Mansfield Magazine, liaising with Fellows, staff, alumni, students and others to compile 

content.  

 

Experience  

Do you have fantastic written communication and written skills, experience of creating engaging 

content on social media, and the ability to effectively manage a varied workload? We’re looking for 

someone who can manage competing priorities with efficiency, accuracy and attention to detail, 

who has an aptitude for office administration, and a high level of IT skills, or is willing to learn.  

You will be a team player with a positive approach to new challenges, a willingness to find solutions, 

the ability to work independently, and to organise and prioritise your own workload. You will have 

meticulous attention to detail, be friendly and confident with people, and have great office 

administration skills, who is happiest at work within a fast-paced, friendly team.  



 

Rewards  

As Communications Assistant you will receive the following benefits:  

• Free meals in College when on duty and working on-site 

• 25 days annual leave (pro-rata) in addition to the College closed period (5 days at Christmas) 

plus Bank Holidays  

 

About Mansfield College  

Mansfield College is one of the 39 constituent colleges of the University of Oxford. It has 240 

undergraduates, 190 graduates and 35 visiting students. This relatively small size engenders friendly 

and close relationships not only among students and staff, but across the whole body of people who 

work at Mansfield. Mansfield’s roots are in the Nonconformist tradition, and since the 1880s 

Mansfield has prided itself on offering previously excluded people access to an Oxford education. 

The College also provides a home to the Bonavero Institute of Human Rights.  

Job description and all details at: https://www.mansfield.ox.ac.uk/vacancies  

The closing date for applications is Friday 30 April at 6pm.  

All queries and applications should be directed to development@mansfield.ox.ac.uk  Applications 

must include a CV and Covering letter and completion of an online Equality Monitoring survey 

which is online here: https://form.jotform.com/210972488544061 
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