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WORCESTER COLLEGE, OXFORD

SENIOR COMMON ROOM BUTLER
FURTHER PARTICULARS

October 2017

1. The College

Worcester is one of the 38 constituent colleges of the University of Oxford. Refounded in 1714, it
occupies the 26-acre site on the western side of the city where the Benedictines first founded
Gloucester College in 1283. Some of the buildings of the earlier college survive, and the resulting
mixture of architectural styles, together with the beautiful gardens, lake, and playing field, attract
students and visitors alike. The College has c. 400 undergraduates and c. 200 graduate students; of these
260 students live within the boundaries of the College itself, and a further 200 live in College
accommodation located within 300 metres of the College Lodge. In addition there are approximately
20 Junior Year Abroad students studying at the College at any one time.

Like all Oxford Colleges, Worcester is an independent self-governing institution regulated by the
Charity Commission. The Governing Body comprises the Provost (Head of the College), who chairs it,
and 49 Fellows; together they are responsible for the admission and tuition of students, for the welfare
of all students and staff, and for the College’s finances. There are also Research Fellows, Lecturers and
a number of Honorary and Emeritus Fellows.

At the heart of College is the Senior Common Room (SCR). The SCR is a community of academic and
senior administrative staff; with a set of rooms designated for their use. Throughout the year the SCR
provides lunch and regular evening functions, in the form of various dinner events for its members and
their guests.

The College is seeking to appoint an enthusiastic and experienced SCR Butler who will be responsible
for the provision of services within the SCR.

More information can be found at the College’s website at: www.worc.ox.ac.uk

2. Job Description

Job Title: SCR Butler

Department: Catering

Reporting to: Domestic Bursar, SCR Steward and Wine Steward. Liaise, as required, with
Catering Manager and Head Chef.

Responsible for: Ensuring the effective and efficient operation of the SCR; the line management
of the Deputy SCR Butler and the supervision of all SCR front of house staff.
In addition, responsible for all front of house equipment (fixed and portable).
Security and maintenance of all common room assets; managing the wine cellar,
keeping accurate records of usage, allocating charges through Battels and
reordering stock in conjunction with the SCR Wine Steward.
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Key People: Domestic Bursar, SCR Steward, SCR Wine Steward, Assistant Bursar, Catering
Manager, Head Chef, Head of Maintenance, Deputy SCR Butler and the College
Accountant.

General Duties:

The SCR Butler general duties include, but are not restricted to:

1. Responsible for the service of meals, wines and drinks in the SCR and High Table Dinners in
Hall.

2. Ensure that all dining rooms, function rooms, and pantry areas associated with the SCR are
clean and presentable, ready for service and set up in accordance with the function
requirements.

3. Supervise those responsible for the cleaning and maintenance schedules for the SCR areas,
equipment and silverware. Reporting maintenance defects to the Head of Maintenance and
Accommodation Manager; reporting catering equipment defects to the Catering Manager.

4. Ensure newspapers and periodicals are available in the Upper SCR and that newspapers for
disposal are put to recycling.

5. Ensure the laundry of all table linen is appropriately organised; display menus, allergen notices
and additional SCR notices/signage, as required.

6. Liaison with the kitchen with regard to menus, food quantities, dietary and allergen information
and general feedback on quality.

7. Oversight of the preparation of all items ready for service and ensuring that food is presented
in the appropriate manner.

8. Ensure compliance with Health, Safety and Food Hygiene regulations, undertake legislative
training and carry out appropriate risk and COSHH assessments, liaising with the College’s
Health and Safety advisors, accordingly.

9. Liaison with the SCR Steward to ensure compliance with the SCR rules, as required.

10. In conjunction with the SCR Steward, produce seating plans and place cards for Dinners.

11. Ensure the care, maintenance and cataloguing of College silver, in liaison with the Bursar and
SCR Steward.

12. Liaise with the Catering Manger to produce duty rotas for SCR and seconded
catering/temporary staff, ensuring the required number of staff are available at all times,
including effective cover during absences.

13. Control of variable costs, ensuring they are maintained within directed levels.

14. Monitoring online bookings and production of weekly meal numbers and battels records.

15. Advise and assist with other high profile College events when requested.

16. Undertake training and development as identified in the College’s appraisal process.
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17. Carry out yearly and mid-term appraisals for the Deputy SCR Butler, produce a budgeted
training plan.

18. Be responsible for the provision of training and refresher training for SCR and seconded
catering staff.

19. Meet regularly with the Domestic Bursar, SCR Steward, Wine Steward, Catering Manager and
Head Chef, with the objective of continuously delivering and improving all aspects of the SCR
service.

20. Attend weekly Head of Department meetings and other College meetings as required.

21. Any other duties as required by the College.

3. Selection criteria

It is expected that the successful applicant will meet the following criteria:

Essential

- Fluency in written and spoken English.
- General IT literacy (in particular word processing and e-mail).
- General level of numeracy is required to calculate Battel charges.
- Experience of working in a role in which a high standard food service is of key importance.
- At all-times to be professional yet friendly, whilst exercising discretion, tact and confidentiality

when carrying out duties.
- Excellent attendance and timekeeping
- The ability to work effectively as part of a team.
- A flexible approach to working hours, and ability to respond positively to last minute rota

changes.

Experience and personal/professional qualities:

- Demonstrable experience of working within a similar environment.
- Experience in managing staff and leading teams.
- Have a critical eye for detail and a desire to continuously improve all aspects of service.
- Experience and proven ability to organise, plan and deliver events.
- Ability to work under pressure, cope with the unexpected and be adaptable enough to make last

minute changes to plans.
- Willingness to learn and develop new skills.
- A friendly and approachable disposition with the ability to communicate at all levels.

Desirable

- Experience of working in a similar food service environment.
- Certified Silver Service trained — if not, training will be given.

4. Employment Conditions

Appointment: This is a permanent full time post, offered on an annualised contract working 2080
hours per year. Entitlements are based on a 40 hour week and there will be an initial probationary
period of six months. A period of one month’s notice applies. The appointment is conditional on
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verification of the successful candidate’s right to work in the UK for Worcester College, receipt of
satisfactory references and pre-employment health assessment.

Salary: The salary reflects the University of Oxford’s salary grades. This post is paid in line with
Grade 5, the salary range of which is £24,565 - £ 29,301 per annum. It is expected that the
successful candidate will commence employment on the bottom of the salary range dependant on
experience. Advancement up the scale is on merit.

Hours of Working: The SCR is open all year round and demands vary depending on the academic
year. The SCR Butler will be expected to take part in the rota, which includes day, evenings and
weekend shifts. Actual hours of work will vary per week depending on workload. Flexibility is
therefore essential in order to service the needs of the SCR.

Pension: Automatic enrolment in the Oxford University Pension Scheme (OSPS) from the start
of employment, based on the following:

From 1 October 2017 onwards, new joiners will be enrolled in the OSPS defined contribution
scheme whereby what you build up for your retirement is based on how much you and the College
contributes and how your investments perform. The minimum contribution is 4% of pensionable
salary each month with the College paying at least 6% to your fund. You can pay higher
contributions if you wish and the College will then also increase the contribution it makes.

Meals: A free meal will be provided when on duty when the College kitchens are open.

Annual Leave Entitlement: Annual leave entitlement is 38 working days, comprising 8 public
holidays and 30 working days, of which 5 or 6 days are taken over the College’s Christmas closure
period. Leave is granted in lieu of any Bank Holidays worked. Leave cannot normally be taken
during term time.

Staff Development: The College will support the post holder to undertake any relevant training to
develop and enhance work performance

Clothing: You will be expected to wear a uniform, which the College will provide.

Sick pay: First 12 months in employment: statutory sick pay only. Over 12 months in
employment: 3 months full pay and 3 months half pay

Childcare: A Childcare voucher scheme is in operation for staff to use

Travel to work: A discounted Bus Pass scheme is available for staff wishing to travel into work on
public transport

Wellbeing: An Employee Assistance Programme offering a free, confidential, 24/7 telephone
advisory and counselling service is available to all College employees and their family members who
live in the same household

Fitness: Free use of the College’s on-site gym and access to University Sports club and swimming
pool

Social: Staff social activities including staff outings

Out & about: Free access to a number of Colleges in Oxford, with beautiful gardens and grounds,
along with award winning architecture, in addition to free entry to the Botanic Gardens and
University Arboretum
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5. Application Procedure
a. An application form and further particulars for the role can be obtained by visiting the jobs

section on the Worcester College web-site by: www.worc.ox.ac.uk/jobs

b. Any enquiries relating to these Further Particulars should be directed in the first instance to
Steven Scott, Domestic Bursar, Worcester College, Walton Street, Oxford OX1 2HB, Email:
steven.scott@worc.ox.ac.uk, Telephone: 01865 278377.

c. Prospective candidates should prepare a completed application form, together with a curriculum
vitae and a covering letter (of no more than 500 words), demonstrating how their skills,
experience, and personal/professional qualities fulfil the criteria in the person specification.

d. Completed applications should be sent, either by post or ideally electronically in a PDF format,
to the HR department, Worcester College, Walton Street, Oxford OX1 2HB, Email:
human.resources@worc.ox.ac.uk, to arrive no later than 12 noon on Tuesday 24 October 2017.

e. Please complete a Diversity Declaration form which will assist us with monitoring equal
opportunities in recruitment. Please e-mail your Diversity Declaration form to
human.resources@worc.ox.ac.uk. We can assure you that the information given is kept
separately from the information used in recruitment decisions; that all information is strictly
confidential, used purely for statistical purposes and to ensure that policies are being applied
fairly.

f. Data Protection. All data supplied by applicants will be used only for the purposes of determining
their suitability for the post and will be held in accordance with the principles of the Data
Protection Act 1998.


