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Events and Guest Room Coordinator
Further Particulars
About St John’s College
St John’s College is one of the larger colleges within the University of Oxford. Founded in 1555 by Sir Thomas White, the College is a long-established member of the thirty-eight colleges of Oxford University. Like all colleges, it is an independent, self-governing establishment, which functions both as an academic institution and as a social and residential centre for its members. The College has around 650 students and 100 Fellows. For further information about the College, please visit our website at www.sjc.ox.ac.uk .
Overview of the Role
The post holder will support the Events team with coordination of the College’s bookable guest rooms and calendar of events; marketing and delivery of all events services, including external events as well as College-led functions. They will serve as initial point of enquiry and be the liaison partner between room booker or event organiser and relevant domestic services and college departments. Event organisers range from external conference business to a number of internal stakeholders, such as the President’s Office, Development & Alumni Relations, Access & Outreach, performing arts, student and academic-related events.  
It is estimated that the role is for about two thirds of the time administrative and office based, while the remaining third is hands-on, practical support to deliver events. The position requires a degree of flexibility towards working hours, including some occasional evening and weekend work.
Main duties and responsibilities
Operational 
1. Reacting to and anticipating customer needs whenever possible, enhancing the quality of service and in turn achieving customer satisfaction.
2. To support the booking of College guest rooms, processing bookings via the Property Management System (Kinetix)
3. To support effective delivery of events administratively and providing ‘hands on’ support where required.
4. Support the cycle of events from initial point of enquiry, meeting with organisers, establishing requirements and liaising within relevant College departments
5. From time to time to work events in person, including some that take place in evenings or at weekends
6. Under the direction of the Events Manager and Deputy Events Manager, prepare accommodation invoices as required
7. Respond to enquiries or queries as they arrive
8. Collate information for relevant College departments via the Property Management System i.e. Kitchen, Dining Hall, Lodge, Accommodation, Bar, Gardens. This includes special dietary requirements, timings, accommodation requirements, use of gardens, access to facilities, staffing assigned to functions
9. Communicate with Heads of Department and other College departments to ensure smooth operation of events and attend regular coordination meetings 
10. To work with the Events Manager on sustainability initiatives within the events operation to support the College’s sustainability targets.

Compliance: 
11. Complying with all College policies and statutory regulations relating to Health & Safety, safe working practices, hygiene, cleanliness, fire and COSHH. This will include your awareness of any specific hazards in your work place, and assisting if required with the amending of risk assessments periodically.
12. Promoting the college’s health and safety culture, understanding the role of the Events department in relation to Health and Safety procedures. 
Financial:
13. Supports the Events Manager to maintain an accurate forecast of business and occupancy. Work within budget parameters set out by college management
14. Supports the Events Manager to control departmental costs on an ongoing basis to maintain an effective control of revenue and expenditure to achieve optimum financial efficiency and meet targets.
General:
15. Ensure a positive commitment towards equality and diversity by treating others fairly and not committing any form of direct or indirect discrimination, victimisation or harassment of any description and to promote positive working relations amongst Employees and customers.
16. To carry out such other functions as from time to time the Events Manager might require, commensurate with the level of this position.

Reporting to: Events Manager and Deputy Events Manager

Liaison with: Fellows of the College; Domestic Bursar; Operations Manager; Heads of Departments; external events organisers; internal and external event guests. 
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Selection Criteria
Essential
· Previous experience working in hospitality, events or in a customer-facing, service-oriented environment 
· Experience of Property Management Systems 
· Good working knowledge of MS Office applications and information technology
· Attention to detail and a methodical approach to working
· Proven ability to manage a busy and varied workload effectively 
· Excellent written and spoken English, as well as good numeracy skills
· Readiness to work within the structures and traditions of the College and support the ideals of the College’s role in education and research
· Excellent communication skills, both written and verbal, with the ability to communicate with academics, students, alumni and staff as well as the many conference and College guests from all walks of life
· Basic understanding of budgets and forecasting, preparing invoices and booking agreements

Desirable
· Knowledge of current health & safety and food hygiene legislation
· Experience of using Kinetix system for room bookings and events
Remuneration 
· Salary of £18,749/annum (£30,000 FTE) depending on experience. Working pattern is 25hrs/week, Monday-Friday. 
· The position requires a degree of flexibility towards working hours, including occasional evening and weekend work 
· Annual entitlement of 38 days annual leave inclusive of 8 Bank Holidays (pro rata for part time staff) and is to be taken by agreement with the Events Manager. The College operates fixed closure days where you will be required to use holidays. The holiday year runs from 1 January to 31 December.
· The appointment is subject to satisfactory completion of a 6-month probationary period, during which time the notice period will be one week on either side. Once the appointment has been confirmed, the notice period will be one month on either side. Any notice has to be given in writing.

Application Procedure
· Please send your application detailing your reasons for making this application, how your knowledge, skills and experiences meet the requirements of this role (see person specification) and a CV with your complete education and employment history to vacancies@sjc.ox.ac.uk.
· [bookmark: _GoBack] Closing date: TBC with interviews planned for TBC.
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