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                Job Description – Activities Co-ordinator, International College


Background Information

St. Clare’s, Oxford is an international, coeducational college with a mission “To advance international education and understanding”, something it has been doing successfully since its foundation in 1953.

The mission is integral to the ethos of the college and provides an intellectual and philosophical focus for its activities.  There are, for example, students from over 45 countries studying at St. Clare’s, all but a small proportion of whom live in College houses.  

Candidates are encouraged to spend time looking at the College website on www.stclares.ac.uk which provides a huge amount of information.
The International College, based at 18 Bardwell Road, offers a wide range of courses throughout the year, and operates across two broad business streams, which include:
From September to mid-June: the University Foundation Course and English plus Academic Subjects, both of which combine the study of EFL/EAP and academic subjects and lead to university entrance; and English for Everyday Use and English for Examinations, which improve language skills, boost confidence and offer English language qualifications for university and beyond. Personal Language Training (1-to-1) is also available for either very low level students or students with specific needs such as job-specific training, specialist exam preparation, intensive skills focus e.g. academic writing, pronunciation improvement, confidence building. From mid-June and the end of August, EFL Summer Short Courses operate for students aged 18+. Summer courses for teenagers aged 15-17 and juniors aged 10-15 are available at other St Clare’s teaching centres.
The Liberal Arts programme caters mainly for American undergraduates who follow a variety of academic courses for one semester, starting in September or January. Students who are non-native speakers of English may also join the Liberal Arts programme provided that their command of academic written and spoken English is at a very high level. In addition, tailor-made courses for closed groups are available in January, May and June.
Main purpose of the role

To take responsibility for planning, co-ordinating and implementing ‘out-of-class’ activities for all students at the International College. 

Duties and responsibilities

1. Plans the Activity Programme each term/semester to take account of the interests of students, ‘cross-college’ themes and budgetary constraints.
2. Liaises with venues, coach companies and suppliers, negotiating best rates for the college. Pre-books the college mini-bus as required.
3. Completes all paperwork as required by the college (risk assessments, budget forms, itineraries, reconciliations, guidance for support staff etc).


4. Works within the financial constraints in the College’s approved budget.


5. Recruits from an internal pool of staff, teachers and other ‘activity leaders’ and approved drivers (as appropriate) and co-ordinates staffing requirements and rotas in the summer period.
6. Publicises events each week through posters, visits to classrooms, on-line advertising before events and provides copy and images after events to the Marketing team.  Monitors and responds to student numbers/take-up levels and satisfaction. 

7. Shares information about activities through appropriate social media – both to advertise events internally as well as to share with the outside world of agents, influencers, parents etc.

8. Welcomes new students at 3 Bardwell on Sundays and escorts on foot for an orientation tour of Summertown ending at the Dewdrop Inn: 1 x month during academic year and 7+ during the summer season.
9. Leads the Walking Tour of Oxford for new students (indicating LA Fitness, Banks, Debenham’s for Bus Passes, chemists, bookshops and one or more colleges of the university etc.): frequency as above.

10. Leads a series of activities and events after classes (late afternoons and evenings) each week: including ice-skating, theatre and cinema visits, restaurant nights-out, guided tours of the University of Oxford, occasional visits to ‘big events’ (London Musical, Premiership football match).


11. Arranges, and leads where appropriate, regular sporting activities: football games, squash practice, table-tennis tournaments, frisbee-throwing competitions, punting expeditions and other activities according to student interest.
12. Drives the college mini-bus on day excursions and leads tours to major sites within a 2-hour radius: e.g. Windsor Castle, London Museums, Cambridge, Bath, Theme Parks, Stonehenge and Avebury, Paintballing, Theme Parks, Cotswold villages etc.

13. Drives the college mini-bus and leads 2 weekend excursions per term a) to the airport and thence to an overseas destination eg Barcelona, Valencia, Prague and, most recently, Marrakech and b) to an outdoor activity either surfing in Newquay or horse-riding in the New Forest. 

14. Takes a lead on cross-college events, related to the themes.

15. Covers the helpdesk for about two hours each weekday.

16. Performs other related duties as required.
Person Specification

The successful applicant will have demonstrated the following essential (E) or desirable (D) skills and experience:

	Enthusiastic, friendly, adaptable and reliable (E)

	Passion for Culture, Sports and Activities (E)

	Relevant teaching qualification (D)

	Work experience of a similar nature or study at tertiary level with experience/ special ability in a relevant area (E)

	Strong knowledge of Oxford, the colleges and cultural opportunities in the area (E)

	A flexible approach and willingness to work unsocial hours (evenings and weekends) (E)

	Ability to communicate effectively with students, staff and external companies (E) 

	Strong organisation and administration/ co-ordination skills (E)

	Current First Aid qualification (D)

	Willingness to drive the College minibuses (E)

	Full UK driving licence, for a minimum of two years, with no more than three points (for vehicle insurance reasons), (there will be compulsory training to drive the minibuses) (E)


Outline Terms and Conditions
· This is a full time, permanent role.  Normal hours are 35 per week.  However, the salary makes allowance for the requirement to work two weekends each term.  Hours are flexible and vary according to the needs of the students, the time of year and the opportunities available.   This position will require regular evening and weekend work and flexibility is essential.

A typical week might include approximately 10 hours in the Activity hub, spread appropriately through the week, three afternoon/evening sessions, one full-day excursion over the weekend and occasional welcome events on Sunday evenings.   Activities will consist of sporting and cultural activities, cross-college events and excursions.  Activities are in addition to the administrative duties of the role and covering the helpdesk.  One or two long weekend excursions will be required each term.
· Annual salary will be in the range £22,000 - £25,000.  
· Probationary period is six months, during which time there is a one week notice period on either side.  Thereafter notice is one month on either side. 
· Holiday entitlement is 25 working days per year plus normal public holidays and the period over Christmas when the College is closed.  Holidays must be agreed in advance with the Director of Short Courses and English Language Courses and there is a requirement to take the majority of the allocation during the holidays when the students are on holiday themselves.

· Work on a number of bank holidays may be required, with time off in lieu (the College is usually open for all such public holidays except those at Christmas and the New Year). 
· A contributory pension is offered through the College’s group personal pension scheme or an existing personal pension scheme. In all cases the employer pays double the contribution of the employee, up to a maximum of 10% of gross salary. Employee contributions above 5% may be made but do not attract employer contribution.


· A free lunch is provided in the College dining room or The Sugar House café on working days and when student are in residence.

· Life Assurance benefit is four times annual salary.

· The College operates a childcare voucher scheme.

References and Checks

All offers of employment and contracts are issued subject to satisfactory references and satisfactory outcomes on completion of all necessary checks, including Disclosure and Barring Service records and establishing the right to work in the UK. Some or all of these checks will be undertaken before an offer is made. Taking up employment will be subject to the satisfactory completion of all necessary procedures.

Under the National Minimum Standards for Boarding Schools, we are required to follow the Keeping Children Safe in Education guidelines and to undertake additional checks on all employees:

Full written references, and phone references from quoted referees may be obtained before or after interview. One referee must be your current or most recent employer. References must also include the last place of employment where you worked with children or vulnerable adults. References from friends or relatives will not be acceptable. 
On occasion, further information may be sought in writing, by phone or by other means.  By providing details of previous employment, it is assumed that you have given consent for this contact and no specific consent will be sought. You should indicate specifically if you wish St. Clare's to refrain from contacting your current employer. 

The College reserves the right to make contact with any previous employer and to make any additional enquiries it considers necessary in order to meet its responsibilities in relation to employment of people working with students who are under the age of 18 or vulnerable adults.  This is to confirm details of employment and establish the reason for leaving the position.
Police checks / Disclosure and Barring Service (DBS) checks must also be undertaken, for which employees / prospective employees are required to provide information and consent. A Certificate of Good Conduct is required if you have lived or worked abroad in the past 5 years. 
Satisfactory completion of a health questionnaire.

The interview process will include some testing of key attributes.

Applications

Please complete the application form.
You may also include your current CV along and a short covering letter with your application form.

Please provide details of two 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 must be submitted by email (preferably) to recruitment@stclares.ac.uk or by post to: Recruitment, Human Resources Department, St Clare’s, Oxford, 139 Banbury Road, Oxford OX2 7AL.  Tel: 01865 552031.

Deadline for applications is 4.30 pm on 2 March 2015
St. Clare’s, Oxford is a registered charity (No: 294085) for the advancement of international education and understanding.
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