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CENTRE FOR SOCIO-LEGAL STUDIES, FACULTY OF LAW 

 

 
 

Job description and selection criteria  

Job title Administration Officer and PA to Professor Christopher Hodges 

Division Social Sciences 

Department  Centre for Socio-Legal Studies, Faculty of Law 

Location Centre for Socio-Legal Studies, Manor Road Building, Oxford 

Grade and salary Grade 5: £24,298 - £28,982 per annum 

Hours Full time 

Contract type Fixed-term (maternity cover)  

Reporting to 

 
Centre Administrator, Centre for Socio-Legal Studies 

Vacancy reference 122530 

Additional 
information 

Closing date: 12 noon GMT, Monday 11 April 2016 

 

 

Introduction 

The University  
 
The University of Oxford is a complex and stimulating organisation, which enjoys an 
international reputation as a world-class centre of excellence in research and teaching. It 
employs nearly 12,000 staff and has a student population of over 22,000.  
 

Our annual income in 2014/15 was £1,429.3m. Oxford is one of Europe's most innovative 
and entrepreneurial universities: income from external research contracts in 2014/15 
exceeded £522.9m p.a., and more than 80 spin-off companies have been created to date. 
 
Oxford is a collegiate university, consisting of the central University and colleges. The central 
University is composed of academic departments and research centres, administrative 
departments, libraries and museums. There is a highly devolved operational structure, which 
is split across four academic divisions, Academic Services and University Collections and 
University Administrative Services. For further information, please see: 
www.ox.ac.uk/staff/about_the_university/new_to_the_university/structure_of_university  
 
For more information please visit www.ox.ac.uk/about  

http://www.ox.ac.uk/staff/about_the_university/new_to_the_university/structure_of_university
http://www.ox.ac.uk/about
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Social Sciences Division 
 
The University’s academic departments and faculties are organised into four large groups, 
known as Academic Divisions (Social Sciences, Mathematical, Physical and Life Sciences 
(MPLS), Medical Sciences, and Humanities). The four academic divisions are each led by a 
senior academic, each of whom, as Head of Division, is an ex officio member of the 
University’s Council. The Head of the Social Sciences Division is Professor Roger 
Goodman.  The Social Sciences Division is responsible for academic oversight of the 
teaching and research of its various departments and faculties, for strategic and operational 
planning, and for personnel and resource management.  Thirteen departments, one faculty, 
and two cross-divisional research units come under the aegis of the Social Sciences Division 
which spans the full range of social science disciplines with links into the humanities and 
physical sciences. There nearly 1000 academic staff, 3,400 graduate students (postgraduate 
taught and postgraduate research), and 1,900 undergraduates working and studying in the 
division. 
 
The Division is established as a world-leading centre for research in the social sciences and 
regularly sits at the highest levels of international league tables. The Social Science 
Division’s externally funded research income is budgeted at £38 million for financial year 
2012/13. It is the largest grouping of social science disciplines in the UK and it is also home 
to several of Oxford’s most widely recognised teaching programmes, such as Philosophy, 
Politics and Economics (PPE), the BCL, the MPhils in International Relations, in Economics, 
and in Development Studies, and the nationally regarded PGCE. We believe that excellence 
in teaching and research is synergistic and remain committed to sustaining and developing 
the high quality of our activities in both these areas. Our departments are committed to 
research which develops a greater understanding of all aspects of society, from the impact 
of political, legal and economic systems on social and economic welfare to human rights and 
security.  That research is disseminated through innovative graduate programmes and 
enhances undergraduate courses.  
 
For more information please visit: www.socsci.ox.ac.uk. 

 
Centre for Socio-Legal Studies 

The Centre for Socio-Legal Studies is a multi-disciplinary research centre dedicated to the 
study of law in society. Founded in 1972, the CSLS is known nationally and internationally 
for its innovative and original research and publications. It is also widely regarded for its high 
level training and supervision of students undertaking doctorates and other research 
degrees. 

It has 12 research staff, over 25 students, a regular stream of academic visitors and a busy 
teaching and seminar programme; it incorporates two research programmes funded by 
external donors; around 70 applications for student places are received each year; it has an 
annual turnover of around £700,000, of which a large proportion is received in the form of 
donations; further substantial funds are received in the form of research grants; regular 
applications are made by staff for external research funding; there are two administrative 
assistants. 

It is a centre within the Faculty of Law and has strong links to other departments and 
institutes in the University of Oxford and beyond.  For details of staff and research interests, 
please view the CSLS website: https://www.law.ox.ac.uk/centres-institutes/centre-socio-
legal-studies  

 

http://www.socsci.ox.ac.uk/
https://www.law.ox.ac.uk/centres-institutes/centre-socio-legal-studies
https://www.law.ox.ac.uk/centres-institutes/centre-socio-legal-studies
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Job description 

 
Overview of the role 
 
The postholder will be directly responsible to the Centre Administrator and will provide 
general administration and secretarial support to the Centre Administrator and the Centre 
Director.  When required, the postholder will also provide assistance to other members of the 
Centre, such as the Director of Graduate Studies, and other research programmes within the 
Centre, e.g. the Civil Justice programme. 
 
The postholder will provide PA support to Professor Christopher Hodges, Head of the Swiss 
RE/CMS Programme on Civil Justice Systems. This includes booking travel/accommodation, 
printing documents, creating Word/PowerPoint documents for presentations, organising 
events such as the Annual Civil Justice Conference, and any other duties as required. 

 

Responsibilities/duties  
 
Administration and Finance Support 

 

 The postholder will be the first line of contact for all enquiries in the Centre for Socio-
Legal Studies by telephone, email, and other correspondence, as well as being 
responsible for welcoming visitors to the Centre. He or she will be responsible for all 
incoming/outgoing mail and acting as the first point of reference for couriers, 
deliveries, etc. 
 

 The postholder will undertake financial duties such as: receipting orders, 
checking/processing invoices, correctly coding reimbursement claims, setting up and 
managing online bookings for conferences etc., and will be required to keep and 
maintain well-ordered and up to date financial records. All accounting duties will be 
carried out via the University’s Oracle computerised finance system. 

 

 The postholder will be responsible for ordering and maintaining stationery supplies 
and other necessary consumables and equipment, whilst checking that prices comply 
with budget. Most purchasing duties will be carried out via the University’s Oracle 
computerized finance system, with some via petty cash and the departmental credit 
card. The postholder will be responsible for maintaining the petty cash float, keeping 
a record of what is purchased, and liaising with Cashiers to replenish the float when 
required.   
 

 The postholder will be required to help in arranging the yearly graduate interviews, 
and prepare documentation for the Director of Graduate Studies (e.g. printing off 
applications from eVision, producing a spreadsheet of applicants, etc.), helping the 
Centre Administrator prepare and update the yearly Graduate Handbook. 
 

 The postholder will be required to oversee the Academic Visitors to the Centre, in 
collaboration with the Head of the Visitors Programme.  This will involve creating and 
sending invitation letters, allocating workspace, inducting visitors upon their arrival, 
carrying out Right to Work / visa checks, and collecting fees payable to the Centre. 

 

 The postholder will be required to draft/type correspondence, undertake 
photocopying, and arrange meetings and occasional travel arrangements. 
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 The postholder will be responsible for maintaining and updating the Centre’s email 
mailing lists, and reviewing and approving messages sent by internal and external 
sources. The Centre uses Sympa software to manage its mailing lists. 

 

 The postholder will be required to update and maintain the Centre’s website, in 
collaboration with other web editors in the Centre. The Centre uses Drupal software 
to create and amend webpages. 

 
 
Housekeeping 
 

 The postholder will be responsible for ordering refreshments for the Centre (e.g. 
online orders of beverage deliveries and sundries for the CSLS kitchen), whilst also 
physically collecting the food and refreshments for the Monday seminars during term 
time.  The postholder also collects milk for the Centre as and when required from the 
Manor Road Building canteen. 

 

 The postholder will be responsible for purchasing cake for the Thursday “Coffee and 
Cake” morning, and for setting out refreshments every Thursday morning at 11am at 
the Centre for staff and students, throughout the year.  The postholder will be 
required to nominate a deputy for this task (e.g. a student helper) in his/her absence. 

 

 The postholder will be required to take initiative in ensuring the Centre (including the 
kitchen and postroom) remains clean and tidy. 

 
Event Management 
 

 The postholder will act at the Centre’s seminar co-ordinator.  Duties will include: 
organizing events, taking bookings, designing promotional material, booking rooms 
and related catering/equipment.     

 

 The postholder may be required to organise and set up online bookings for Centre 
conferences, as requested, and oversee and manage the booking process for 
applicants.  
 

 The postholder may be requested to undertake any other duties, as required. 

Selection criteria  

Essential 
 

1. Excellent communication skills, both written and oral 
 

2. Highly competent IT user, with experience of using Microsoft Word applications 
 

3. The ability to collaborate effectively and flexibly with colleagues and work as part of a 
small-knit team 

 
4. The ability to inter-relate with senior individuals in government and business 

 
5. Good numeracy skills and the knowledge and experience of using the University’s 

Oracle financial software 
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6. The ability to organise own workload and work effectively without supervision, whilst 
ensuring attention to detail 

 
7. A flexible “can-do” approach to undertaking routine tasks, and the willingness to 

assist Centre members when required to do so 
 

Desirable 
 

8. Experience of using the University’s SITS/eVision system 
 
9. Experience of event organization, including using an online booking system 
 
10. Knowledge of updating and maintaining websites using web editing tools (e.g. 

Drupal) 
  

Pre-employment screening 

Please note that the appointment of the successful candidate will be subject to standard pre-
employment screening, as applicable to the post. This will include right-to-work, proof of 
identity and references. All applicants must read the candidate notes on the University’s pre-
employment screening procedures, found at:   

www.ox.ac.uk/about/jobs/preemploymentscreening/.  

Working at the University of Oxford 

For further information about working at Oxford, please see:  

www.ox.ac.uk/about_the_university/jobs/supportandtechnical/ 

 

Equality of Opportunity 

The policy and practice of the University of Oxford require that all staff are afforded equal 
opportunities within employment. Entry into employment with the University and progression 
within employment will be determined only by personal merit and the application of criteria 
which are related to the duties of each particular post and the relevant salary structure. In all 
cases, ability to perform the job will be the primary consideration. No applicant or member of 
staff shall be discriminated against because of age, disability, gender reassignment, 
marriage or civil partnership, pregnancy or maternity, race, religion or belief, sex, or sexual 
orientation. 

How to apply 

If you consider that you meet the selection criteria, click on the Apply Now button on the 
‘Job Details’ page and follow the on-screen instructions to register as a user. You will then 
be required to complete a number of screens with your application details, relating to your 
skills and experience. When prompted, please provide details of two referees and indicate 
whether we can contact them at this stage. You will also be required to upload a CV and 
supporting statement which explains how you meet the selection criteria for the post.  
  
Please upload all documents as PDF files with your name and the document type in the 
filename. The supporting statement should explain your relevant experience which may have 
been gained in employment, education, or you may have taken time away from these 
activities in order to raise a family, care for a dependant, or travel for example. Your 

http://www.ox.ac.uk/about/jobs/preemploymentscreening/
http://www.ox.ac.uk/about_the_university/jobs/supportandtechnical/
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application will be judged solely on the basis of how you demonstrate that you meet the 
selection criteria outlined above and we are happy to consider evidence of transferable skills 
or experience which you may have gained outside the context of paid employment or 
education. 
 
Please save all uploaded documents to show your name and the document type.  
 
All applications must be received by midday on the closing date stated in the online 
advertisement. 
 

Information for priority candidates 

A priority candidate is a University employee who is seeking redeployment owing to the fact 
that he or she has been advised that they are at risk of redundancy, or on grounds of ill-
health/disability. Priority candidates are issued with a redeployment letter by their employing 
departments.   

If you are a priority candidate, please ensure that you: 
- attach your redeployment letter to your application (or email it to the contact address on the 
advert if the application form used for the vacancy does not allow attachments)  
- explain in your supporting statement how you meet the selection criteria for the post. 
 

 
Should you experience any difficulties using the online application system, please email 
recruitment.support@admin.ox.ac.uk  
 
Further help and support is available from www.ox.ac.uk/about_the_university/jobs/support/ 
 
To return to the online application at any stage, please click on the following link 
www.recruit.ox.ac.uk 

 
Please note that you will be notified of the progress of your application by automatic emails 
from our e-recruitment system. Please check your spam/junk mail regularly to ensure that 
you receive all emails. 
  

mailto:recruitment.support@admin.ox.ac.uk
http://www.ox.ac.uk/about_the_university/jobs/support/
http://www.recruit.ox.ac.uk/

