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Job Description – Oxbridge Adviser
(Fixed term)

The post

Each year a number of IB students are interested in applying to Oxford or Cambridge universities.  In these cases there are significant extra demands placed on the students, over and above those placed on students who apply for most other UK universities. It is essential that these students continue to be supported effectively as numbers wishing to apply grow. It is also important for St. Clare’s standing that we are successful in ensuring a significant number of our more able students gain entry to courses in Oxford or Cambridge.  

This role complements the work of the Head of Careers and the US Universities Adviser, preparing students for the additional demands of highly selective application procedures for such universities or courses. 

Some of this work will overlap with the role of the Medicine Adviser and it is assumed that the two will work together and many activities will be shared.

Reporting Structure 

The Oxbridge Advisor will report to the Head of Careers.

 Duties & Responsibilities


1. Develop a high level of knowledge and expertise relating to Oxbridge application procedures and subject requirements.

2. Briefing 

a. Students on Oxbridge possibilities and arranging/assisting with college visits
b. Staff and students on Oxbridge requirements and advising students regarding their suitability
c. Students and their parents on Oxbridge procedures

3. Guiding students’ applications by

a. Supporting students with their personal statements in conjunction with the Head of Careers
b. Advising Personal Tutors on reference writing for students applying for Oxbridge 
c. Assisting the Head of Careers with references 

4. Ensure students’ overall preparedness by:

a. Making arrangements for deepening students’ subject knowledge.
b. Overcoming the cultural deficiency of non-native speakers by leading a program of cultural awareness and directed reading.
c. Monitoring students’ engagement and progress, liaising with personal tutors and Head of Careers where there are concerns.
d. Updating and maintaining the careers medicine and Oxbridge website sections.


5. Further developing our programme of preparation for subject specific tests by

a. Setting up programs for specific test preparation
b. Registering students and administering the tests with the Academic Office

6. Organising interview preparation activities including

a. Setting up interview preparation 
b. Setting up practice interviews with college staff and external interviewers

7. Evaluation, analysis and feedback including

a. Gathering feedback from students and staff about the process
b. Analysing outcomes of tests and interviews to inform future developments
c. Following up with college admissions tutors to gather specific student feedback
d. Informing future student preparation


Terms and conditions

This will be a fixed term appointment starting September 2015 and ending June 2017.

Allowance - responsibility allowance of approx. £2,208 per year, there may be a reduction of 2 hours a week of teaching commitment to allow for preparation of students for Thinking Skills and other entrance tests.

Applications

Please apply by completing the teaching application form, available on the ‘jobs’ section of our website. This must include a detailed supporting statement explaining how you would be particularly suited to this position.

Also included will be details of three referees to include addresses, email addresses and telephone numbers (please ensure they know they may be contacted and will respond promptly). Note that we reserve the right to contact any of your previous employers.












Applications should ideally be submitted by email to recruitment@stclares.ac.uk.

Alternatively, send to:	Recruitment
Human Resources Department
St Clare’s, Oxford
139 Banbury Road
Oxford OX2 7AL
Tel: 01865 552031

Application deadline is 9 am on Monday 2 March 2015

Interviews will take place at St. Clare’s, Oxford during the week starting 9 March 2015. Candidates who are short-listed for interview must be available to spend a day at St. Clare’s during that week.




St. Clare’s is committed to safeguarding children and all posts are subject to an enhanced DBS check and satisfactory references.

St. Clare’s is a registered charity advancing international education and understanding.
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