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Job Description and Further Particulars 
 

Junior Dean 
 
Overview of the role 
The College has two Junior Deans who work closely with each other and with other members of the 
Welfare team, to support the College’s pastoral care provision. Junior Deans act as key liaison 
figures between staff and students and play a vital role in assisting with the smooth running of the 
College. They are highly visible within the College community; providing an approachable first point 
of contact for students needing help or support.  

 
Main duties and responsibilities 
Junior Deans are expected: 

i. to be readily available for students requiring help or support of a pastoral nature. They may 
either help resolve the problem or refer the student to an appropriate person within or 
outside the College. They should provide an approachable first point of contact, particularly 
for students needing help out of hours. They should get to know the students, and be visible 
within the College community.  

ii. to provide a key point of contact for any emergency that occurs and to accompany students 
attending A&E in serious situations or if appropriate in other circumstances. They will also be 
expected to periodically check on the health of any student who reports illness to the College. 

iii. to contribute to new student induction to explain the College’s welfare provision. They will 
assist with new student arrivals in -1st and 0th week of Michaelmas term, and with the 
coordination of the Welcome Week timetable. 

iv. to attend the termly Welfare meeting, and to meet on a regular basis with members of the 
Welfare team. Attendance at other meetings may be required from time to time.  

v. in conjunction with the Dean, to resolve disputes between students.  
vi. to assist students locked out of their rooms. 

vii. to keep a confidential written record of meetings with students, and provide reports as 
requested. 

viii. to provide emergency back-up for the Registry Office during University examination periods. 
This could involve tasks such as exam invigilation, collecting sick or distressed students from 
examination venues, and incarceration.  
 

Availability 
Junior Deans are expected to be available during term time, and annual leave should only be taken 
outside weeks 0 – 10. Each Junior Dean should coordinate their activities so that there is cover in the 
College at all times. Annual leave should be taken with the prior agreement of the Dean. 
  
Hours 

i. In term time, Junior Deans should be in residence from the beginning of Week 0 to the end of 
Week 10. 

ii. The Junior Deans should be available in College on Saturday and Sunday of Week 0 to welcome 
new students to the College. 

iii.  During vacations (i.e. outside weeks 0 to 10, but not including College closure) the Junior 
Deans are expected to ensure that a full duty rota is maintained. Alternative arrangements 
may be considered for cover when exceptional circumstances arise. 
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iv. It is expected that the Junior Deans will commit an average of 10 hours per week to their 
duties. They will be asked to coordinate their activities to ensure maximum coverage for the 
College. 

v. The Junior Deans must monitor the hours worked on a weekly basis to ensure compliance 
with limits on hours.  Should any Junior Dean have worked over 15 hours in any week, a review 
of hours will be carried out.  In certain circumstances, no action will be required but for those 
subject to a statutory weekly limit, the College will be required to consider putting further 
limits on work for that particular week. 

 
Contract type 
This is a temporary fixed term contract to cover a leave of absence for an existing post holder. The 
dates of the appointment are anticipated to be from 21 February to 21 April 2018.   
 
Salary and benefits 

i.  A pro rata stipend of £2,000 is payable in monthly instalments.  
ii.  For those who accept College accommodation, this will be provided free of charge.  
iii. Meals free of charge will be provided in Hall when the College is not closed. 

 
Key relationships 
Junior Deans work closely with each other, and with other members of the Welfare Team. They also 
work closely with the Dean, Domestic Bursar, Senior Tutor and College Registrar, the Head Porter and 
other Porters, College staff across a range of departments, and the GCR Executive welfare 
representatives. They may be expected to follow up on issues referred to them by the Warden, Bursar, 
College Doctors, College Nurse and Housekeeping Manager.  

 
Person specification 
We are ideally looking for experienced postgraduate students, to reflect the issues which arise for our 
student body demographic. As with all posts in the College, employment is conditional upon evidence 
of entitlement to live and work in the United Kingdom.  
 
Applicants should: 

i. already be, or expect to be, engaged in academic study at the University of Oxford at 
postgraduate or postdoctoral level and should expect to remain so for the duration of the 
period in which this position is held; 

ii. be a trained peer supporter; 
iii. be trained first-aiders, or willing to undertake such training; 
iv. have had at least one year’s experience of academic life in Oxford or Cambridge, or of 

holding a comparable position elsewhere; 
v. have previous experience of handling welfare issues and of supervising groups of young 

people in residential situations; 
vi. have a sound appreciation of the requirement for confidentiality allied with an awareness 

of the demands of the College’s duty of care; 
vii. have excellent interpersonal skills; 
viii. be able to work effectively and constructively as part of a team; 
ix. be able to handle sensitive and confidential matters with discretion and initiative; 
x. be able to relate professionally with staff, fellows and students; 
xi. be in good academic standing and have a secure financial position. The position should 

not be used as a student’s primary source of funding; 
xii. be approachable, empathetic and listen sensitively without being judgemental; 
xiii. be able to take the lead, once provided with the appropriate training, in practical decisions 

involving health and safety; 
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xiv. be  willing to play a full part in the life of student members of the College; 
xv. be able to work without supervision and under pressure 

 
 
 
  
 
 


