ACADEMIC REGISTRAR
3 Days/Week

Primarily Office Based

JOB DESCRIPTION

1. Visiting Fellows & Scholars Programmes

Creating calls for applications and application forms

Processing all academic visitor applications

Presenting applications to the Fellowships and Visitors Committee (and
coordinating and minuting the committee’s meetings)

Collating and submitting all approved/relevant applications to the Faculty of
Asian and Middle Eastern Studies (FAMES) for its separate review and
approval

Maintaining and updating the Visitors Log and ensuring all relevant details
contained therein are communicated to other staff members/departments to
facilitate academic visits and programmes

Soliciting and submitting University Card and/or Bodleian Reader Card
applications for all visitors, in part through liaising with FAMES

Ensuring all visitor University Cards are programmed for the building's
specific emergency exit route

Gathering all financial details for Visiting Fellows and submitting them to the
OCH]JS Bursar and Accounts Assistant

Liaising with Accounts Assistant to ensure disbursements released to Visiting
Fellows according to the appropriate timelines

Developing and constantly reviewing the OCHJS ‘Guide for Academic
Visitors” and disseminating it to all visitors

Giving building tours and making introductions for academic visitors upon
their arrival in Oxford

Supporting academic visitors throughout the entirety of their stays at the
OCHJS (including through IT support, accommodation support, liaising with
the Card Office and Bodleian Libraries, use of Leopold Muller Memorial
Library and Clarendon Institute office space, helping find resources for their
research, etc.)

2. Grants & Donations

Overseeing the Fundraising Officer in grant and fundraising writing/reporting
processes, as well as help them manage relationships with donors

3. Liaising with Permanent Fellows

Coordinating, together with the OCHJS Academic Administrator, room
bookings for classes and meetings



Organising the meetings and materials of the Fellowships and Visitors
Committee (and minuting said meetings)

Arranging office set up (both in terms of allocation of rooms as well as
equipment, supplies, and materials required for effective working in said
rooms)

Assisting with day-to-day matters such event coordination, stock purchasing,
IT issues, etc.

Supporting Fellows” academic projects

3. Event Planning

Organising, advertising, purchasing for, and running conferences and other
academic events each term

Coordinating programmes, accommodation, catering, and excursions for
summer programmes (such as the Oxford Summer Institute on Modern and
Contemporary Judaism and the Hebrew Manuscripts Studies Workshop)
Planning all aspects of special events

4. Annual Report

Collecting written and photographic submissions for the Annual Report and
send them to the Editor/Designer for their use

Preparing postal and email mailing lists (in conjunction with the project’s
printer for the former)

Sending out electronic version via email in conjunction with the
Communications Officer

Receiving and recording in the database all returned copies of the Annual
Report

5. General Administration

Creating the Centre’s annual calendar

Stock purchasing

General room booking

Parking space booking

Updating the Centre’s website (WordPress)

Updating building signage (e.g., ID Board, bulletin boards throughout, event
advertisements, etc.)

Building maintenance (e.g., issuing and management of all office phones;
creation and monitoring of Fellows’ and visitors” photocopier codes;
assignment of office spaces and lockers; maintaining the Common Room and
its kitchen; etc.)

Performing first aid (mental and physical)

Serving as a building Fire Marshall



