
 
 
 
 
 

 

Executive Assistant to the Principal 
 
September 2020 
 
Mansfield College seeks to appoint a proactive and efficient Executive Assistant, reporting to the 

Principal of the College, on a full-time permanent basis.  This is a role at the very heart of a small, 

progressive College community. 

 

This role is full-time at 36.5 hours per week although the ability and willingness to adopt a 

reasonably flexible approach to working hours and duties is expected, [and you may be required to 

work some reasonable additional hours from time to time in order to fulfil the requirements of your 

role and the needs of the College]. 

 

This person will work closely with the Principal, managing her busy diary, actively managing the 

Principal’s communications across the College and with external parties, maintaining the smooth 

and efficient running of her office, minuting and following up meetings convened by her as required, 

and working closely with the Development Team on College-wide internal and external 

communications.    

 

Mansfield College 

  

Mansfield College is one of the 39 constituent colleges of the University of Oxford. Its membership 

comprises approximately 40 governing body fellows, 240 undergraduates, 180 graduates and 40 

visiting students. This small size engenders friendly and close relationships not only amongst 

undergraduates, but also between Junior (undergraduate), Middle (graduate) and Senior (tutors) 

Common Rooms.  

 

Our Principal since September 2018 is Helen Mountfield QC, a prominent specialist in administrative, 

human rights and education law. 

 

Mansfield’s roots are in the Nonconformist tradition, and since the 1880s Mansfield has prided itself 

on offering previously excluded constituencies access to an Oxford education.  This is history is 

reflected in our current diverse and inclusive culture. We provide a respectful, progressive and 

collaborative environment, in which tutors and students work together to achieve academic 

excellence and sustain a supportive and lively community. Mansfield is also well known for its 

pioneering work on widening access to Oxford and its plural and diverse student body.   You can 

read more about this here:   

https://www.theguardian.com/education/2020/mar/24/one-oxford-college-has-96-of-students-

from-state-schools-how-did-they-do-it 

 

Detailed information about Mansfield College may be found at www.mansfield.ox.ac.uk  

https://www.theguardian.com/education/2020/mar/24/one-oxford-college-has-96-of-students-from-state-schools-how-did-they-do-it
https://www.theguardian.com/education/2020/mar/24/one-oxford-college-has-96-of-students-from-state-schools-how-did-they-do-it
http://www.mansfield.ox.ac.uk/


 

Job Description  

 
 

Job Title:   Executive Assistant 

Reporting to:   The Principal of the College 

Contract:   Permanent full-time  

 

 
Executive Assistant Responsibilities  
 

▪ Provide comprehensive and efficient administrative support to the Principal in all aspects of her 

work, in order to facilitate the smooth and effective performance of the Principal’s role.  

▪ Act as the ‘front of house’ first point of contact for the Principal, for students, academic and 

non-academic staff, members of the University of Oxford, alumni and other visitors to College - 

in person and via phone and email.  

▪ Manage the electronic and other post for the Principal and action queries where necessary.  

▪ Manage the Principal’s electronic diary and travel arrangements, both for College and other 

work, and support her with personal administration (i.e. recording expenses).  

▪ Support the Principal in managing information flow in a timely and accurate manner, including 

drafting and circulating Minutes, Agendas, presentations and key documentation for meetings, 

and the Principal’s communications with staff.  

▪ Updating of College documents and staff lists such as the University Calendar. 

▪ Responsibility and ownership of office organisation, to include: project management, deadline 

compliance, organising and maintaining an accurate and accessible paper and electronic filing 

system.  

▪ Arrange meetings and workshops for the Principal to meet the availability of large numbers of 

people in an efficient and effective way; including preparing agendas and minutes for and 

supporting committees as required, and arrange College catering for meetings, visits and 

Principal’s events.  

▪ Support the Principal on arrangements for Friday Talks, the College’s series of weekly public 

talks convened by the Principal during University term-time, including liaising with speakers, 

arranging travel and accommodation, and being present at the events (on a rota basis). 

▪ Work with the Development Team to publicise Friday Talks, manage responses on Eventbrite, 

and organise post-lecture Friday dinners at College. 

▪ Coordination and organisation of College projects in which the Principal has a particular interest, 

such as activities promoting student wellbeing or those that help raise the profile of Mansfield. 

▪ Provide other support, pro-actively and as needed, for the Principal and occasionally the Bursar 

in a variety of tasks.  

  



 
This role will also work closely with the Development Director and their team on College 

communications, as follows:  

▪ Supporting the Alumni and Communications Officer on sourcing and creating regular news items 

and engaging content (words, images, video) for the College website and social media platforms 

in line with the College communications strategy.  

▪ Reviewing the College website on an ongoing basis to ensure that web pages are accurate 

and up to date and meet accessibility requirements.  

▪ Prompting the staff responsible for specific webpages to make regular changes and update 

and take personal responsibility for sections of the website.   

▪ Supporting Mansfield’s communications offer by completing competitor analysis of website 

and social media.  

▪ Supporting the Principal and Development Team with other College communications and 

projects as required, to help raise the profile of Mansfield College. 

 

Person Specification  
 

Essential  

 

▪ Experience of providing exceptional administrative support for an office operating at a high 

level of professionalism 

▪ Excellent verbal and written communication skills  

▪ High level IT skills, including in-depth knowledge of Microsoft Office or equivalent, online 

applications, Eventbrite, and the technology required for the smooth running of a professional 

office  

▪ Outstanding and proven organisational and time management skills, including managing a 

diverse workload with competing priorities with efficiency, accuracy and attention to detail  

▪ Web and online media: either experience in, or the willingness and aptitude to learn how to 

make web updates, and source and create content for social media platforms 

▪ Team player with a positive approach to new challenges, quick to learn, and willingness to find 

solutions   

▪ Flexibility and a calm manner  

▪ Discretion and confidentiality 

▪ Good diplomacy and problem-solving skills  

▪ Ability to work independently and to organise and prioritise own workload  

▪ Meticulous attention to detail  

▪ Friendly and confident with people at all levels  

▪ Commitment to excellence in higher education and the ethos of the College 

▪ Educated to A level standard or equivalent, or above. 

 

  



 
Desirable  

 

▪ Familiarity with the University of Oxford  

▪ Understanding of the particular characteristics of a University (preferably Collegiate) and its 

relationships with its Fellowship, students, alumni and the wider world   

 

Terms and Conditions:  

 

▪ This post is at Grade 6 of the University of Oxford’s salary scale (£29,176 - £34,804 per 

annum). 

▪ The post is pensionable in USS. 

▪ Hours per week: 36.5 hours per week.  

▪ The post holder may be required to attend functions/meetings during the weekend 

and evenings with time off in lieu arranged with the Principal.  

▪ Free meals in College when on duty.  

▪ 25 days’ annual leave, pro-rata in year of joining in addition to the College closed 

period (5 days at Christmas) plus Bank Holidays.  

▪ The appointment will be conditional on the verification of the successful candidate’s 

availability for employment in the UK.  

▪ The appointment is subject to a three months’ probation period and the policies and 

procedures outlined in the Staff Handbook.  

 

Application Process: 

Candidates should send a full curriculum vitae and covering letter, along with names and contact 

details of two referees, electronically to development.director@mansfield.ox.ac.uk. 

The closing date for applications is Friday 9 October at Noon  

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

would seek to make reasonable adjustments. 

Short-listed applicants will be notified of interview arrangements.  

 

mailto:development.director@mansfield.ox.ac.uk

