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WORCESTER COLLEGE, OXFORD

LODGE RECEPTIONIST
FURTHER PARTICULARS

May 2017

1. The College

Worcester College is one of the 38 constituent colleges of the University of Oxford.
Founded 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 wooded
grounds, lake, and playing fields, make Worcester one of the most attractive of Oxford
colleges. The College currently has c.400 undergraduates and c.200 registered graduates
students. In addition there are approximately 20 Junior Year Abroad students studying at
the College at any one time. Excluding shared houses, the site provides 405 student rooms,
of which 290 have access to good kitchen facilities.

Like all Oxford Colleges, Worcester is an independent self-governing institution monitored
by the Charity Commission. The Governing Body comprises the Provost (the Head of the
College) who chairs it, and 49 Fellows: together they have ultimate responsibility for the
admission of students, for the welfare of all students and staff, and for administering the
College’s finances. There are also 26 Research Fellows, and a number of Honorary and
Emeritus Fellows. Each year approximately 45 lecturers are appointed by the college to
support its teaching functions, including those with fixed-term duties associated with
Tutorial Fellows being on research leave.

The role played by the Lodge within the College community is crucial and it is staffed 24
hours a day, all year round. The Lodge is the reception point for the College and as such is
also responsible for the security of the College. The Lodge also acts as an information point
for activities both within and outside the College for students, staff, and visitors.

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

Reporting to: Head of Security

Principle Duties:

Reception

 Receive, sort and distribute all mail delivered to the College in a timely manner

 Deal with all outgoing mail on behalf of College members

 Respond to all telephone enquiries made to the main College telephone number

 Be fully prepared to deal with visitors for all College events and functions that are
scheduled to take place during the shift

 Greet and assist visitors to the College (e.g. conference guests, prospective students)

 Receive money for College merchandise, accommodation, etc. as necessary

 Utilise diary information in relation to events, functions and conferences as appropriate
Security

 Monitor arrivals to College, challenge and if necessary eject trespassers

 Monitor the CCTV screens and act on any incidents as appropriate

 Respond to all fire and security alarms

 Keep accurate records of any incidents relating to accidents and the security of College

 Issue keys for accommodation, meeting rooms etc. as instructed, ensuring that records are
kept fully up-to-date

General

 Communicate effectively with other Lodge Receptionists to ensure the smooth operation
of the Lodge

 Ensure that the Lodge and entrance to College are clean and tidy

 Communicate effectively with other departments to provide information as appropriate
(e.g. address updates)

 Any other duties consistent with the purpose of the job as required.

3. Selection criteria

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

Essential

 Experience of working in customer services

 Fluency in written and spoken English

 Excellent communication skills

 General IT literacy (in particular word processing and e-mail)

 The ability to remain calm and polite under pressure, including in an emergency situation

 Ability to exercise discretion, tact and confidentiality when carrying out duties

 Punctual, reliable and flexible

 The ability to work effectively as part of a team, whilst using initiative when appropriate

Desirable

 Experience of working in a similar environment

 Experience of shift work
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4. Employment Conditions

4.1 Appointment: This is a permanent full time post, for 42 hours per week. There will be an
initial probationary period of six months. A period of one month’s notice applies. The
appointment is conditional on verification of the successful candidate’s right to work in the
UK for Worcester College, receipt of two satisfactory references and pre-employment
health assessment.

4.2 Salary: Reflects the University Scale, Grade 3 (salary £18,412 - £21,220 per annum). It is
expected that the successful candidate will commence employment on the bottom of the
salary range, dependant on qualifications and experience. Advancement up the scale is on
merit.

4.3 Pension: Employment with the College provides access to the Oxford Staff Pension Scheme
(OSPS) and the successful candidate will be automatically entered into this scheme unless
they chose to opt out.

4.4 Meals: Lunch is provided free of charge (when the kitchen is open).

4.5 Hours of Working: The Lodge is staffed 24 hours a day 7 days a week over 365 days per
year and Receptionists are rostered to work 12 hour shifts (4 shifts on – 4 shifts off, 7am –
7pm; 7pm – 7am).

4.6 Annual Leave Entitlement: Annual leave entitlement is 38 days inclusive of Bank Holidays.
This equates to 27 shifts of annual leave per annum where one shift is 12 hours.

4.7 Other Information:

 Staff development courses will be available, where required/appropriate, and
Receptionists will be required to train as a First Aider

 Discounted Travel to work scheme and childcare vouchers offered

 Receptionists are expected to wear a uniform, which the College will provide

 The Lodge Receptionist post, once recruited to, will otherwise be referred to as Lodge
Porter

5. Application Procedure

5.1 An application form can be downloaded from the College’s website at
www.worc.ox.ac.uk/jobs . Any enquiries relating to the role should be directed in the first
instance to the Head of Security, Worcester College, Walton Street, Oxford OX1 2HB, Email:
david.roche@worc.ox.ac.uk, Telephone: 01865 278156.

5.2 To apply for the role please:

1. complete the application form, including the supporting statement section. Please
use this section to explain in no more than 500 words how you meet the selection
criteria for the post using examples of your skills and experience. This may include
experience gained in employment, education, or during career breaks.

2. provide your curriculum vitae.

3. complete the Equal Opportunities Monitoring form.
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Completed applications should be emailed to the HR Team e-mail:
human.resources@worc.ox.ac.uk. Applications should arrive no later than 12.00 noon on
Friday 26 May 2017 and applications received after this time will not be considered.

5.3 This post is subject to recruitment monitoring to ensure that the selection process is
consistent with the law and the College’s Equal Opportunity Policy and Code of Practice.
To this end, applicants are asked to complete an Equal Opportunities Monitoring Form,
which is also available on the College website. The information supplied on the form will
play NO part in the selection process, and will NOT be seen by any member of the selection
panel.

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.


