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FURTHER PARTICULARS FOR THE POST OF 
 

Housekeeping Manager 
 
 

Worcester College 
 
Founded in 1714 but with history dating back to 1283, Worcester College is situated in the heart of 
Oxford.  Behind the College walls lie 26 acres of beautiful, tranquil gardens, including a lake, giving 
our staff relaxed and tranquil surroundings to work in and enjoy.  With our unique range of 
architecture, our mix of historic and modern facilities, our award-winning gardens and our on-site 
sports field, Worcester has a deserved reputation as one of Oxford’s loveliest and friendliest 
colleges. 
 
Worcester College is a self-governing educational charity and is one of the 38 constituent colleges 
of Oxford University.  It is of average size, with about 400 undergraduate and 200 graduate 
students, the majority of whom live on site during their period of study.  With Sir Jonathan Bate as 
its Provost (Head), Worcester College comprises some 49 Fellows, 18 lecturers and 105 support 
staff. 
  
Further information about the College is available on our website at www.worc.ox.ac.uk 

 
About the department 
 
The Housekeeping Department is responsible for maintaining the fabric of the buildings by ensuring 
cleanliness in all areas including communal areas, teaching rooms, offices, accommodation and 
study spaces.  The value of the department has increased during recent times and it is now a front 
line partner ensuring the safety of the site for all College members. 
 
 

About the post 
 
The role of the Housekeeping Manager is to oversee successfully the entire housekeeping operation 
and team on a daily basis, providing the highest level of cleaning and service to all staff, students, 
internal, external clients and Fellows in line with the agreed service levels and procedures.  The 
Housekeeping Manager will directly line manage around 20 staff in 3 separate teams with support 
from 3 Housekeeping Supervisors to cover the 7 day a week operation 
 
 

Key responsibilities  
 
These are listed in the job description 
 
 

Selection criteria  

http://www.worc.ox.ac.uk/
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These are set out in the person specification. Candidates will be assessed on the basis of the 
criteria set out in the person specification and should ensure that their application provides 
evidence of how they meet this criteria.  
 
 
 

Summary of Terms and Conditions of Employment 
 
Appointment:  This is a permanent contract offered on a full time basis. 
 

Any appointment will be conditional on the successful candidate having the 
right to work in the UK, receipt of two satisfactory references, pre-
employment medical health assessment questionnaire and, where 
applicable, an enhanced Disclosure and Barring Service check 

 
Salary:  The full time salary scale, which reflects the Oxford University Scale Grade 

6, is £29,176 annum to £34,804 per annum. Starting salaries are usually at 
the bottom of the scale and advance on an annual basis on  
1 August following completion of 12 months in post  

 
Hours of Work: 37.5 hours per week, working 5 days out of 7. Includes weekends and Bank 

Holidays. 
 
Holiday:  38 days per year, comprising 8 public holidays and 30 working days, of 

which 5 or 6 days are taken over the College’s Christmas closure period.  It 
is expected that Bank Holidays falling during term are worked, with days 
given in lieu.  The holiday year runs from 1 January to 31 December 

 
Sick pay:  College sick pay scheme  
 

Probation:   There will be a probationary period of six months 
 
Notice: During probation period, one week’s notice applies; thereafter one month’s 

notice applies 
 
Benefits 
 
Pension: Automatic enrolment in the Universities Superannuation Scheme (USS), 

from the start of employment.  The College currently pays a monthly 
contribution equal to 21.1% of your salary, while you pay 9.6%.  There are 
planned increases to the contribution level as follows:  
 
1 April 2020 - 24.9% College, 11.7% employee  

 
Meals:  Lunch is provided free of charge, where a minimum of 6 hours per day is 

worked, when the kitchen is open  
 



 

WORCESTER COLLEGE 
OXFORD 

 
Staff Development:  The College will support the post holder to undertake any relevant training to 

develop and enhance work performance 
 
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 
 

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

and swimming pool 

Social club: Staff social club including sports teams, staff outings 

Out & about: Free access to the 45 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 

 
 
A full statement of the main terms and conditions of employment will be supplied with any formal offer of 
employment.  The above information may be helpful to applicants as a guide, but should not be treated as a 
substitute for a full contract of employment. 
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To apply  
 
1. To apply for this role you are asked to submit the following three documents:  
 
      • A completed application form;  
      • A curriculum vitae (C.V.); and  
      • A completed Diversity Declaration form  
 
2. Download the Worcester College application form and Diversity Declaration form from the 

College’s website at www.worc.ox.ac.uk/jobs    
 
3. Any enquiries relating to the role should be directed in the first instance to (insert Recruitment 

Manager name and job title here), Worcester College, Walton Street, Oxford OX1 2HB, Email:  
insert @worc.ox.ac.uk, Telephone:  01865 278***. 

 
4. A C.V. should be included, but please note that C.V.s submitted on their own will not be 

considered or accepted as complete applications.  
 
5. Email your completed application form and C.V., ideally in PDF format, to the Human 

Resources Department at: human.resources@worc.ox.ac.uk 
 
6. Please complete a Diversity Declaration form which will assist us with monitoring equal 

opportunities in recruitment.  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. 

 
7. Please e-mail your Diversity Declaration form to human.resources@worc.ox.ac.uk or send in 

hard copy, separately from your application, to the address above (point 3).   
 
8. Communication regarding the status and outcome of your application will be made via e-mail.  
 
9. The closing date for completed applications is 12.00 noon on (insert date). Applications 

received after this time will not be considered. 
 
10. Interviews will be held in Oxford on (insert date).  

 

11. Please note that any personal data submitted to the College as part of the job application 
process will be used only for the purposes of determining suitability for the post and processed 
in accordance with the General Data Protection Regulations (GDPR) and related UK data 
protection legislation. For further information, please see the College’s Privacy Notice for Job 
Applicants at: http://www.worc.ox.ac.uk/about/policies-and-procedures/privacy-gdpr 

 
Worcester College is an equal opportunities employer 
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