
 
 

WORCESTER COLLEGE 

UNIVERSITY OF OXFORD 

 

Job Title:  Senior Tutor 

Location:  Worcester College, Oxford, OX1 2HB 

Salary:  £64,605 

Hours:  Full Time (37.5 hours)  

Contract type: Permanent, subject to a probationary period of one year 

Reporting to:  The Provost 

The Governing Body of Worcester College invites applications from exceptional 

candidates to fulfil the role of Senior Tutor from September 2021. This is the first time 

that Worcester College has appointed a full time Senior Tutor, and the postholder will 

be expected to play a central role in the leadership of academic strategy and activities 

within the College. The Senior Tutor will also take over the (currently part-time, 

seconded) roles of Tutor for Admissions and Tutor for Graduates and will have 

overall responsibility for graduate and undergraduate admissions, student academic 

progress, and the provision of teaching and support, including the academic staff 

appointments process. 

The Senior Tutor is an Official Fellow of the College, reporting to the Governing Body, 

and will be a member of the Governing Body and a Trustee of the College. Working 

closely with the new Provost, David Isaac, and as one of the senior officers of the 

College alongside the Vice Provost, Finance & Estates Bursar, Home Bursar, Dean, and 

Development Director, the Senior Tutor will oversee the work of the Outreach Fellow 

in running the college’s access and outreach operations, and of the Learning 

Development Officer in supporting equality of student access to learning skills and 

resources. The Senior Tutor will be responsible for the management of the Academic 

Office and its staff and will work closely with the Student Welfare Officer and Dean 

on matters of student welfare and of student academic and non-academic discipline.  

Background 

The College is one of the 39 constituent Colleges of the University of Oxford, and is 

home to a vibrant academic community of around 75 Fellows, a lively and varied 

student body of around 450 undergraduates and 200 graduates, and a dedicated 



 

expert team of more than 200 professional staff, all representing a wide range of 

backgrounds and experiences. 

In 2017 the Governing Body of Worcester College made a formal commitment to 

building a more socially and culturally diverse academic community. It is our 

conviction that academic excellence and integrity acquire and retain their value only 

in a culture of diversity and accessibility. We believe it our duty to work ceaselessly 

to make Worcester College not only a home for academic excellence and high 

professional standards, but also a happy and supportive community that is genuinely 

representative of our society. Therefore, alongside a substantial record of relevant 

experience, candidates will need to demonstrate that they share the College’s deeply 

held commitment to nurturing a welcoming and inclusive home for excellence in 

academia. 

The College is committed to:  

 Providing an excellent education to undergraduate students of high ability and 

potential, and, in particular, to the intensive tutorial system of teaching;  

 Promoting and fostering the research, learning and scholarship of our Fellows and 

graduate students, as part of a culture of academic integrity and excellence; 

 Encouraging undergraduate applications from a wide and diverse range of social 

and educational backgrounds, through a strong programme of access initiatives; 

 Promoting and fostering a diverse and inclusive community in the College as a 

whole, including the student body, Fellowship, and staff, with the ambition of 

becoming properly representative of wider society; 

 Sustaining and further developing a fully supportive welfare programme, 

attending to the care, well-being, and flourishing of all members of the College 

community; 

 Maintaining and improving the fabric, buildings, accommodation, and facilities 

of the College, in keeping with a centre of academic excellence. 

Further information about Worcester College can be found at 

https://www.worc.ox.ac.uk/. 

 

The Office of Senior Tutor 

The College is a self-governing institution, and ultimate responsibility for all decisions 

rests with Governing Body. The Provost and Governing Body Fellows are the 

College’s charitable trustees, meeting three times a term during each of the three 

academic terms, and otherwise as necessary. Much of the work of the Governing Body 

is done through a series of sub-committees. The Senior Tutor is a member of the three  

https://www.worc.ox.ac.uk/


 

principal ones, namely (1) Tutors’ Committee, which considers business related to the 

academic and teaching aspects of the College and is chaired by the Senior Tutor; (2) 

Finance Committee, and (3) Human Resources. The Senior Tutor also attends Audit & 

Risk Committee, which is central to the College’s governance and risk management 

and has a majority of external members plus an external chair. Other committees of 

which the Senior Tutor is a member include Academic Strategy; External Relations; 

Buildings (responsible for major projects and ongoing essential maintenance 

programmes); IT; Library; Housing & Accommodation; Student Support; 

Scholarships; Travel Grants. The Senior Tutor is also ex officio the Governing Body 

Representative on the Worcester College Endowment Trust. 

Duties and responsibilities of the role 

Academic Strategy 

The Senior Tutor is responsible for co-ordinating strategic planning of all aspects of 

the College’s academic activities, including the academic budget; the composition of 

the graduate and undergraduate student bodies and the tutorial and research 

fellowship; its overall size and shape; and for the presentation of policy options to the 

Governing Body for decision. 

In collaboration with other College officers and with Governing Body, the Senior 

Tutor is responsible for the shaping and oversight of College policies and procedures 

surrounding matters of welfare, academic discipline, harassment, human resources, 

and professional conduct. 

The Senior Tutor represents the College’s interests both within and beyond the 

College community, maintaining good relations with current and former College 

members and others who assist the College and its future development. This may 

involve attendance at a variety of College occasions, including outreach and 

development-related events. Beyond this the Senior Tutor will be sensitive to the 

requirements of external agencies and the wider public, in foreseeing problems, and 

explaining, presenting, and supporting College policies. 

Undergraduate admissions & outreach 

The Senior Tutor holds ultimate responsibility for the integrity and efficiency of the 

whole undergraduate admissions process for the College, including all aspects of 

shortlisting, interviewing, the making of offers, and confirmation of places. Duties 

associated with this include: 



 

 Shaping of admissions and access & outreach policy, in collaboration with the 

Outreach Fellow, and with the involvement and agreement of Tutors’ 

Committee and Governing Body. 

 Work with the Outreach Fellow, Provost, and Development Director, on the 

communication of admissions and access & outreach policy to the public, 

alumni, and donors. 

 Liaison during the admissions exercise with colleagues across the University, 

including departments’ Admissions Coordinators, other colleges’ Tutors for 

Admissions, and the University’s Undergraduate Admissions and Outreach 

department. 

 Engagement with University-wide admissions programmes such as 

Opportunity Oxford and Foundation Oxford, as agreed with Tutors’ 

Committee and Governing Body. 

 Primary responsibility for all communication with prospective and current 

applicants, unsuccessful candidates, and offer-holders. 

 Responsibility for all admitting Tutors’ interview and selection training. 

 Involvement with Open Days and other events associated with admissions and 

outreach activity. 

Undergraduate students 

The Senior Tutor is responsible for overseeing all teaching arrangements, and will 

ensure that the College can account for the standard of tutorial provision for all its 

undergraduates. Duties associated with this include:  

 Functioning as the central point of contact for all Fellows and lecturers in 

relation to undergraduate academic matters. 

 Oversight of the academic progress of undergraduates, in collaboration with 

personal and subject Tutors.  

 Oversight, in collaboration with other College officers, of the welcoming and 

induction of new undergraduate students, including both professional and 

social interactions at dinners and other events, and liaison with the Junior 

Common Room (JCR) on welcoming arrangements. 

 Oversight of and involvement in (in co-operation with the Academic 

Administrator, Student Welfare Officer, and Tutors) such matters as 

suspensions of status of undergraduate students, special examination 

arrangements, communications with the Proctors’ Office about examination 

queries and academic appeals, and applications on behalf of undergraduates 

to the University’s Education Committee for special adjustments to 

programmes of study or methods of assessment. 



 

 Oversight of matters of academic discipline and of fitness to study, in 

collaboration with Tutors and with the College’s welfare team (see also below). 

 Oversight of all collegiate examination processes, and the award of 

scholarships and prizes. 

Graduate students 

The Senior Tutor leads and shapes the College’s academic policy, procedures and 

provision for graduate studies. Duties of the role include: 

 Oversight of the admission of graduate students, in liaison with Tutors. 

 Oversight of the allocation of College Advisers to graduate students, and 

liaison with both students and College Advisers, as central point of contact for 

all academic matters. 

 Oversight of the induction and welcoming of graduate students, including both 

professional and social interactions at dinners and other events. 

 Oversight of College procedures for graduate studies, including monitoring 

University procedures and shaping College policy.  

 Oversight of the administration of graduate scholarships and grants. 

 Monitoring of and responding to developments in the external environment 

relevant to graduate studies or graduate funding. 

 Monitoring the academic progress of graduate students, including annual 

meetings with the Provost, and liaison with departments and faculties. 

Welfare and equality 

The Senior Tutor will work closely with the full time Student Welfare Officer and with 

the Dean (who is also a Tutorial Fellow) on matters of undergraduate, visiting, and 

graduate student welfare, including liaison with the Equalities Officer, Tutor for 

Women, Chair of Student Financial Aid, and Learning Development Officer. This 

involves a considerable amount of personal contact with students, and sensitive 

liaison with Tutors, other College officers, and other members of staff, as well as with 

other University bodies and with external agencies.  

The Senior Tutor, in concert with the other College officers, takes a leading role in all 

matters relating to equality and diversity and their implementation throughout the 

College. The successful candidate will be aware of the College’s legal obligations 

under the Public Sector Equality Duty and in sympathy with related University and 

College policies, while demonstrating a deep commitment to our goals of diversity 

and inclusivity. 

Academic appointments 



 

Tutorial Fellows are typically appointed jointly by the College and the University; the 

Senior Tutor is responsible, in conjunction with the Provost, for the College’s 

appointment of Professorial and Tutorial Fellows, and for College Research Fellows 

and Lecturers. This includes: 

 Administrative and procedural responsibility for the recruitment of Fellows 

and Lecturers. 

 Responsibility for the induction of new Fellows and Lecturers, and the 

arrangement and oversight of mentoring relationships with existing staff as 

appropriate. 

 Responsibility, from the College’s perspective, for the monitoring of 

probationary procedures and review. 

Management and staff responsibilities 

The Senior Tutor holds a strategic leadership role in the College, with associated 

management duties, including: 

 Line management of Tutorial Fellows and all other academic staff. 

 Line management and mentoring of the work of the Outreach Fellow in 

running access and outreach operations; of the Director of the Visiting Student 

Programme in running visiting students’ admissions and teaching; and of the 

Learning Development Officer in promoting equal access to student success.  

 Line management and supervision of the Academic Office, including the 

Academic Administrator and other staff. 

 Liaison with other College offices, especially the Accounts and 

Accommodation Offices, and with the other College officers as part of the 

College’s senior management team. 

 Awareness of the College’s legal responsibilities in terms of such matters as 

Data Protection and Freedom of Information, Safeguarding, and employment 

law. 

University roles 

 Representation of the College on the Senior Tutors’ Committee of the 

Conference of Colleges, with related committee work as appropriate. 

 Representation of the College on the University’s Admissions Committee, and 

potential involvement in the University’s Admissions Executive. 

 Representation of the College on the Graduate Committee of the Conference of 

Colleges, with related committee work as appropriate. 

 Communication with and returns of data to various central university bodies. 



 

This job description should be regarded as a guide to the duties required and is not 

definitive or restrictive in any way. The duties of the post may be varied from time to 

time in response to changing circumstances. 

Person specification / Selection Criteria 

Applications will be judged only against the criteria set out below. Applicants should 

ensure that their application shows clearly how their skills and experience meet these 

criteria. 

The College is committed to fairness, consistency and transparency in selection 

decisions. Members of selection committees will be aware of the principles of equality 

of opportunity, fair selection and the risks of bias. There will be both women and men 

on the committee. 

If for any reason you have taken a career break, or have had an atypical career, and 

wish to disclose this in your application, the selection committee will take this into 

account. 

The successful candidate will demonstrate the following: 

Essential 

 A good Honours degree or equivalent.  

 Experience of working within the Higher Education sector, or a comparable 

academic environment. 

 Extensive experience of administrative and managerial responsibility, and 

understanding or experience of the requirements of teaching and research in a 

college context.  

 A profound commitment to, and empathy with, the academic and educational 

mission of the College, and its responsibilities as an educational charity. 

 Proven experience of dealing with committees, and preferably of effective 

chairing; an ability to work consultatively within consensual, rather than 

command and control, structures.  

 An understanding of the need for sound, impartial, considered and pragmatic 

advice, and the ability to provide it. 

 Experience of creative problem-solving, and the ability to assess situations 

rapidly and to respond appropriately. 

 A willingness and ability to think, plan, and manage strategically, providing 

leadership as appropriate, and to shape policy collaboratively. 

 Experience in designing, implementing, and developing new policies and 

procedures. 



 

 Advanced oral and written communication skills, with an ability to prepare 

agendas and policy papers, oversee the production of minutes and reports, and 

effectively present information and arguments to bodies of colleagues and 

staff.  

 Excellent inter-personal skills in dealing with colleagues, students, and others 

at all levels, including sensitivity in individual situations and proven 

experience of communicating effectively with large audiences. 

 The ability to lead by example and inspire others, with a genuine commitment 

to their development, and a clear understanding of what drives people to fulfil 

their potential in academic and professional spheres.  

 The ability to lead colleagues through change, with experience of handling 

conflict constructively. 

 A profound and demonstrated commitment to diversity and inclusivity, and 

to equality of access to success, in sympathy with the College’s academic 

values and goals. 

 A keen interest in the personal welfare of the student body, and a commitment 

to taking a mixed pastoral, mentoring, supervisory, and management role in a 

small college community. 

 A readiness to work co-operatively within the structures of the Collegiate 

University as a whole, to recommend strategies in the light of University 

initiatives, and to represent College thinking to the University in the 

formulation of strategy. 

 The requisite resilience for navigating the demands of a senior position and 

willingness to draw on support from a coach/mentor, as required. 

 IT skills appropriate to a modern (and partly remote-working) office 

environment. 

Desirable 

 A higher degree at postgraduate level; similar posts in other colleges have 

attracted candidates with higher degrees, and such a qualification could be an 

advantage. 

 Experience of budgetary management. 

 

Terms & conditions 

The post is to be filled with effect from 1 September or 1 October 2021, or as soon as 

possible after those dates. The post is full time, and outside appointments, whether 

paid or unpaid, may not be undertaken without the College’s approval. This is a 



 

permanent post, subject to the satisfactory completion of an initial probationary year 

in College. 

Salary: £64,605 

Additional entitlements:  

 Lunches and dinners at the Common Table in term and vacation, free of charge, 

when the kitchens are open; 

 An office, equipped with necessary computing equipment and software; 

 Automatic enrolment in the Universities Superannuation Scheme (USS), from 

the start of employment. The College currently pays a monthly contribution 

equal to 18% of employee salary, while the employee pays 8%. Contribution 

rates are subject to future change. 

 Access to private healthcare. Membership is on a voluntary basis and 

premiums are recovered through monthly salary. 

 The College conforms to University policy over parental and adoptive leave 

arrangements. 

Holiday: The equivalent of 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. Holiday cannot 

normally be taken during term, or while other College activities require the presence 

of the Senior Tutor. 

Sick pay: The College has adopted Oxford University's Sick Pay Scheme. 

Application process 

Applications should consist of: 

1. A completed application form, available at www.worc.ox.ac.uk/jobs; 

2. A full curriculum vitae; 

3. A supporting statement which explains how you meet the selection criteria for 

the post, giving examples of your skills and experience. 

We shall request references for shortlisted candidates. 

Applications should be sent (as a single PDF file) to the Academic Administrator, Ms 

Phillipa Tarver, at academic.administrator@worc.ox.ac.uk.  

The closing date for applications is 9am on Friday 19 February 2021. 

Interviews will take place in the week of 15 March 2021. 

http://www.worc.ox.ac.uk/jobs
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Queries about the post should be directed to the Interim Provost, Professor Kate 

Tunstall, at provost@worc.ox.ac.uk.  

We welcome applications from candidates who have a disability or long-term health 

condition and we are committed to providing effective support. Please let us know if 

you need any adjustments to the recruitment process, including the provision of these 

documents in large print, audio or other formats. If we invite you for interview, we 

shall ask whether you require any particular arrangements at the interview. 

Candidates are encouraged to complete an optional Diversity Declaration form, 

available at www.worc.ox.ac.uk/jobs, which will assist the College with monitoring 

equal opportunities in recruitment. We can assure you that the information given is 

kept separately from the information used in recruitment decisions; and that all 

information is strictly confidential, used purely for statistical purposes and to ensure 

that policies are being applied fairly. 

Please e-mail your Diversity Declaration form to 

academic.administrator@worc.ox.ac.uk separately from your application.   

As part of our diversity strategy, we welcome excellent candidates from groups which 

are under-represented on our staff: black and minority ethnic candidates, and women 

of all ethnicities. 

mailto:provost@worc.ox.ac.uk
http://www.worc.ox.ac.uk/jobs
mailto:academic.administrator@worc.ox.ac.uk

