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Job Title: Middle East Centre Administrator
Accountable to: Middle East Centre Director
Hours: 35 hours per week full-time
Grade: University Grade 5

The Middle East Centre Administrator is responsible for delivering first-class administration, events
organisation, and communications for the Middle East Centre (MEC). Based full-time at the Centre
and as the first point of contact for all enquiries, the Centre Administrator plays a key role in raising
the public profile of the MEC. The Centre Administrator manages the Centre’s marketing and
communications, including the Centre’s social media presence, and maintains relations with MEC
graduates of both St Antony’s and other Oxford Colleges. The MEC hosts an extensive programme
of seminars and events throughout the year, and the Centre Administrator is responsible for the
organisation and promotion of these events. The post-holder reports to and provides direct
administrative support to the Director and Fellows of the Centre.

Main Duties and Responsibilities

e Proactively assisting Fellows with all Centre-related work and events

¢ Independently dealing with and responding to all enquiries, including media enquiries, on
behalf of the Centre Director by phone, email or in person

e Administering the Centre’s Visiting Fellowships, Academic Visitorships and Studentships:
advertising, receiving, and distributing applications, communicating with candidates,
scheduling interviews, and liaising as required with the Memberships Manager, IT, Academic
and Accounts teams

e Acting as the first point of contact for new Visiting Fellows, Academic Visitors and visiting
students and proactively supporting their orientation to Oxford, the Centre and the College

e Collecting and distributing the Centre’s mail

e Making appointments and travel arrangements for the Centre Director and Fellows when
required

e Servicing Centre committees, including preparing agenda, circulating papers and taking and
producing the minutes

e Supporting and working closely with other Centre Administrators at the College, to share
knowledge and develop consistent ways of working. This will include providing cover for
colleagues as required
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o Liaising closely with administrators in other Oxford and UK institutions to facilitate
communications and to identify and develop best practice in all areas of responsibility.

e Drafting and producing adverts and seminar programmes for the Centre, ensuring these are
circulated widely (including with students, College colleagues, and relevant University
departments)

e Maintain event listings on the University’s event platform, Oxford Events

e Organising and coordinating arrangements for events such as conferences, seminars and
special lectures

e Booking accommodation and supporting travel arrangements for seminar speakers and
conference attendees and dealing with their expenses

e Meeting, welcoming and supporting visiting academics and speakers

¢ Working at events when required (time off in lieu can be granted when attending evening and
weekend events with the prior agreement of the Centre Director).

e Managing the Centre’s marketing and communications, by ensuring the public-facing and
promotional material is up-to-date and appropriate to the relevant audience(s)
e Publications:

- Work with the Centre Director on the production of brochures and promotional
materials (oversee the work of student helpers, gather and organize copy for
brochures and other Centre publications, coordinate photographers, liaise with
printers)

- Draft an annual report of Centre activities for the Advisory Board and other Centre
uses setting out a full list of the events held over the academic year and assembling
data

e E-communications:

- Manage the Centre’s e-communications (e.g. weekly e-newsletter) ensuring

information shared is appropriate to the medium and audience
e Database:

- Maintaining an up-to-date and accurate list of email contacts and proactively
seeking new contacts to add

- Store and manage these records in accordance with UKGDPR

- Follow and update the Centre’s information management and records retention
policies as required

e Website / social media:

- Manage the Centre’s presence over all relevant social media channels, ensuring an
effective presence is maintained and that information shared is appropriate to the
medium and audience

- Update the appropriate sections of the Centre’s website and ensure that all other
sections are kept up-to-date by the relevant colleagues

- Create new webpages where appropriate

- Oversee the recording, editing, and documentation of consent for Centre events
posted as podcasts on the University website.

e Ensuring the Centre is operating within budget by following the College’s purchasing policies,
allocating costs to the correct budget codes, overseeing the budgets for the Centre as a whole
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and for individual events, and reporting on those budgets as required

e Make arrangements for the timely payment of invoices, contractors, and casual staff by liaising
with colleagues in accounts and HR, and keeping accurate records

e Supporting the timely disbursement of scholarship funds awarded by the Centre.

e Taking responsibility for health and safety (e.g. Fire Safety) in the MEC buildings, as advised by
the Head of Estates

e Liaising with the Maintenance Manager and Head Porter on maintenance, security and upkeep
of the Middle East Centre buildings

e Promoting interest in the Investcorp building and managing visits of all types and sizes to the
building in liaison with key Centre staff, the porters and events office

e Keeping office equipment in good order, ordering stationery and supplies, maintaining the
Centre noticeboard

e Provide and maintain supplies of tea, coffee and biscuits and assist with their preparation

o Keeping risk assessments up to date in collaboration with the Head Porter and the Head of
Estates

e Centre Fire Warden and First Aid Warden (training provided).

e Assist with the administrative duties in organising the bi-annual Middle East Centre Advisory
Board meetings

e Ensure regular communications and reports to Advisory Board members to ensure they are
kept fully up to date on events, activities and outputs of the Middle East Centre

e Manage the Centre’s outreach efforts to promote support for the Hourani Scholarship and
periodic alumni reunions

e  Work with the College Development Office to coordinate the Hourani Scholarship appeal

e Support the Centre Director with fundraising activities and extend support and hospitality to
donors

e Manage and maintain excellent relations with Middle East Centre alumni and benefactors,
including welcoming them back at Centre and ad-hoc contact by mail, telephone and email

e Assist the College Director of Development with liaison with the University Development Office
in honouring MEC donors through the Vice Chancellor’s Circle and the Chancellor’s Court of
Benefactors.

The post-holder will be required to support and advise the Programme Administrators within the
Centre, and undertake additional duties appropriate to the grade as may be required by the Centre
Director. The full range of duties may be adjusted in consultation with the post-holder in response to
the evolving needs of the Centre.
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e Previous administrative experience with a high level of attention to detail

e An ability to appropriately manage communications, including promotional materials, e-
communications, social media, and web editing

e Experience of organising and/or coordinating arrangements for events

e Excellent communication and interpersonal skills with an ability to engage effectively with a
wide range of people

e Strong numeracy skills and experience of overseeing and reporting on budgets

e Good writing and reporting skills

e Strong organisational and time management skills with the ability to work under pressure and
with regular interruptions

e An ability to work independently and resourcefully and to be able to respond appropriately to
enquiries

e Excellent IT skills including Microsoft Office packages (Word, Excel, Outlook) and databases;

o A flexible and pro-active approach to the role. (Some flexibility is required as the workload is
variable, therefore it may be necessary to work outside core hours occasionally, including
evenings and weekends, with time off in lieu being taken).

e Anability to support colleagues with a view to sharing knowledge and developing consistent ways
of working

e Educated to at least A-level or equivalent.

e Experience of working in a higher education setting
e Educated to degree level

o Committee servicing experience

e Knowledge of or interest in the Middle East.
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