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JOB DESCRIPTION

	Job Title:
	Publications/Web Officer

	
	

	Reporting to:
	Senior Tutor and Academic Registrar

	Department:
	College Office

	Hours of work: 
	35 hours per week

	Salary:
	£27,000 - £30,000, depending on experience

	Benefits:
	Oxford University Staff Pension Scheme - contributions being made by the post-holder and by the College.  The College’s administrative and secretarial staff are normally provided with a two-course hot meal when the College kitchens are open.  There is also a bus pass scheme.

	Hours:
	Normal hours of work are 9.00 am to 5.00 pm weekdays, although the ability and willingness to adopt a flexible approach to working hours will be required occasionally.  

	Holidays:
	The holiday year begins on 1 August.  There is a paid entitlement of 30 working days during the complete holiday year.  5 of these days are taken at Christmas.

	Start and end date:
	3-year fixed-term contract, starting 01 July 2010 (or as soon as possible thereafter), ending 31 June 2013.


Principal responsibilities:

Reporting to the Senior Tutor and in consultation with other College Officers, the post-holder will be responsible for the production of the College’s annual and occasional publications and oversight of the content of the College Website.  He or she will have a major role in presenting the College to its alumni and the wider public in the run-up to Balliol’s 750th anniversary.

Main duties

· Editing and producing a topical annual development-related college newspaper called Floreat Domus, with reports about both alumni and current senior and junior members, and for which there is an informal editorial board of junior and senior college members.

· Editing the College Record, a well-regarded 110-page review of the College’s year, produced using InDesign, and incorporating new information about Old Members up to a deadline.

· Editorial oversight and administration of the College Website (open-source CMS), to ensure that design remains internally consistent and content is kept up-to-date.

· Planning and producing publication(s) associated with the 750th anniversary of the College, e.g. an illustrated History in association with Profile Books; a guide to its Historic Collections; an edition of Balliol poets.

· Working with tutors and students on other occasional publications, e.g. subject newsletters, or college prospectuses.

· Working with the Development Director and the Development Office’s Database, Research and Planning Manager to deal with aspects of the annual Personal Information Form so that the College Record and the Development Office’s database can be kept up to date.

· Working with the Development Director and the Development Office’s Database, Research and Planning Manager to enhance the services and facilities to Old Members, particularly through regular alumni email newsletters and the development of the Alumni web-pages and other electronic media. 

· Working with the Finance Bursar and College Accountant to produce financial brochures and statements. 

· Developing electronic methods for gathering information about the careers of all living alumni, possibly for inclusion in a Balliol College Register (last published, in hard cover, up to matriculation year 2000).

· Establishing good relationships with Fellows, students, staff and alumni to achieve the above objectives.

· Reporting to major College Committees regarding work in progress.

· Carrying out any other duties that might be assigned.

Balliol College, Oxford

Further particulars for the post of 
Publications/Web Officer

Balliol College

Balliol was founded in 1263 and is now one of the larger Oxford colleges, with almost 400 undergraduates and an equal number of graduates.  The College takes academic work very seriously, but visitors are generally struck by the informal and friendly feel of the place.  Its student body is diverse, with an unusually high proportion from Europe or beyond.  In the nineteenth century, Balliol led the way in turning Oxford from the preserve of the upper classes into a place of excellent academic standards open to all on merit.  We are very proud of that tradition and remain committed to attracting the best students regardless of their social or educational background.

Balliol is a constituent college of the University of Oxford and, with Andrew Graham as its Master, employs some 65 Fellows, 30 Lecturers and about 120 support staff.  Further information about the College is available on the website: www.balliol.ox.ac.uk
Principal responsibilities

These are listed in the attached job description.

About the Post

The Publications and Web Officer is a recent position at Balliol, designed to bring together under one person both the College’s traditional publications and those on the Web. Working closely with other college officers, the successful candidate will have the task of maintaining a similar look and feel for all material that the College places directly in the public domain. He or she will have a key role in developing and successfully completing the College’s plans for new publications in the run-up to its 750th anniversary; and will also have the primary editorial responsibility for editing two existing print publications, Floreat Domus, devoted to alumni relations, and The Record, a review and register of the College’s annual activities.  There may, in addition, be a call to produce a new annual review of the College’s finances. In the case of the web, the appointee will be expected to keep a constant watching eye to ensure that all content is consistent, up-to-date, accurate and well judged.

The successful candidate will need to combine good design sense with a sharp and imaginative editorial eye, and to have the ability to operate equally easily in traditional or digital formats. A capacity to undertake projects without close supervision yet in close cooperation with others will be essential.  Overall, this post will offer interesting and stretching work at the heart of one of Oxford’s oldest and academically most prestigious colleges.

Selection criteria

As well as possessing a creative imagination and negotiating and budgeting skills, applicants should be well-organised, methodical, and have an eye for detail. The following are essential selection criteria:

· Experience in desktop publishing and design, and in working with print and mailing houses

· An ability to write clearly and concisely, with the skill to link style to content and experience of writing for different media (for print and for web)

· Experience in proof-reading texts and in editing copy for the web

· A high level of accuracy and attention to detail

· An ability to be proactive and to work unsupervised

· A track record of prioritising competing demands and completing projects to deadlines

The following would be additional desirable characteristics of the successful applicant:

· Experience of working within a content management system, especially Drupal, and, if possible, MySQL

· Familiarity with InDesign or clear evidence of the ability to master new software

· Familiarity with Photoshop or other image processing packages

· Ease in discussing web and print publication with non-specialists as well as professionals

·   Experience of making public presentations

·   Experience of alumni relations

·   A first degree and/or experience of working in a university environment

Job Context

Organisational Context

The post-holder will report to the Senior Tutor in the College Office, who is responsible for the college’s academic administration, but will also be in regular contact with other departments and with senior College Officers.  

Publications Context

Print publication

The editing and production of the College’s various publications will involve co-operation with and co-ordination of information about alumni, current senior and junior members, and many College Officers, including the Master, the Fellow Archivist and the Curator of the College Archives, the Development Director, the Finance Bursar and the College Accountant.

Editing Balliol’s annual newspaper, Floreat Domus, and annual review, the College Record, requires soliciting items from alumni and current members, efficient newsgathering in order to keep abreast of Balliol alumni activity, accurate proof-reading, and writing and editing where necessary.  The College’s planned financial brochures and statements require ab initio development in consultation with the Finance Bursar and the College Accountant.  There are in addition the publications, either planned or underway, in association with the upcoming 750th anniversary of the College. 

Electronic publication

As the editor of the College Record, the post-holder will be working with the Development Director and the Development Office’s Database, Research and Planning Manager in order to improve and update electronic information-gathering and record-keeping. 

Electronic methods by which alumni can self-register career changes are in the process of being developed, with an aim to bring the information supplied by previous volumes of the Balliol College Register up-to-date – both by supplying entries for the matriculation years 2000-2008 and by keeping track of the careers of all living alumni, year-by-year, for ongoing publication in electronic format.  

WWW Context 

The College has recently redesigned its website. This main site, running on an open-source CMS, was launched in the course of 2009.  The Alumni and Archives sites are still under development. The Publications/Web Officer will have overall responsibility, under the Senior Tutor and in consultation with other College Officers, for liaising with the web design consultants, for maintaining the Balliol site’s design and content, for overseeing its regular updating, and for reporting to college committees as relevant. The post-holder should be skilled in editing copy for the web, and may also be required to design new page templates or make design amendments to existing page templates.

The post-holder will be expected to engage with the Development Director and members of his staff in their plans to enhance the existing Alumni web-pages.

Benefits

Salary: salary will be in the range of £27,000-£30,000, depending on experience (rising by the cost of living increase upon successful completion of the probationary period).  The College operates a bus pass scheme.

Holiday: the holiday year begins on 1 August.  The post-holder will receive a paid entitlement of 30 working days during the complete holiday year.  5 of these days are taken at Christmas.  Please note that the College reserves the right to require staff to work any or all of May Day and the Spring and Autumn Bank Holidays, receiving, however, a day of paid holiday in lieu of each such day worked.  The Senior Tutor must approve all leave.

Meals: the College’s administrative and secretarial staff are normally provided with a two-course hot meal when the College kitchens are open.

Pension:  entitlement to join the Oxford University Staff Pension Scheme from the start of employment, with contributions being made by the post-holder and by the College.

Staff development: the University’s Learning Institute runs an extensive programme of training courses, and IT courses are provided by the University’s Computing Service.  The post-holder will be encouraged to attend sessions as appropriate.

Sports facilities: free access to the College’s gym; subsidised membership of the University Sports Complex.

Probation and notice

The probationary period will be six months, during which time the length of notice is one month on either side, given in writing.  The length of notice thereafter will be three months on either side, given in writing.

Appointment procedure

Applicants should contact the Personnel Officer, Ms Katherine Scheinkonig, Balliol College, Oxford, OX1 3BJ (email katherine.scheinkonig@balliol.ox.ac.uk, tel. 01865 277712), and submit to her a curriculum vitae and covering letter, indicating suitability for the post, together with a portfolio of relevant projects that have been recently undertaken, in either print or electronic format, at the above address by the closing date of Friday 18 June (email applications are not acceptable).  Applicants should also ask two referees to write to the Personnel Officer by the same closing date.  Interviews will be held in week commencing Monday 21 June 2010.

Prospective applicants wishing to discuss the position should contact Dr Nicola Trott, the Senior Tutor, on 01865 277738.

Balliol College is an equal opportunities employer.

