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Alumni Relations Officer  

Further Particulars 

Linacre College 

Linacre is a vibrant and progressive post-graduate college of Oxford University. All 560 students of 

the college have completed a first degree and are now studying for an advanced qualification. They 

are divided between the sciences, social sciences, and humanities and come from over 60 different 

countries. There are some 50 Fellows, the majority of whom are Professors, Readers, and Lecturers 

in a wide range of University Faculties.  The college has 19 administrative staff, three chefs and large 

catering and housekeeping teams. 

The college was founded in 1962 and is a fully independent, self-governing, registered charity. It is 

among the least well-endowed of the Oxford colleges. In 2016-17 the College derived 32% of its 

income from fees and the collegiate funding formula, 30% from accommodation and catering, 15% 

from endowments and other interest receivable, and 23% from grants and donations  

Linacre is unusual among Oxford colleges in having no senior common room. The Fellows, staff and 

students share the same facilities and eat together in the Dining Hall in order to cultivate an 

egalitarian academic community. The College is family-friendly and has a strong environmental 

ethos. We are in the process of implementing a challenging carbon reduction programme and have 

implemented policies and invested in infrastructure to help us reach that target.  

Having moved from its original site in St Aldate’s in 1977, the College is now housed in buildings, 

most of which were purpose-built, on St Cross Road, next to the University Parks. The College has a 

well-equipped gym and small but exquisite gardens.  

Linacre is a busy academic community throughout the year. Unlike undergraduates, graduate 

students remain in residence for almost the entire year. The College has only two brief periods a 

year when the Dining Hall and administrative offices are closed.  



The College is governed by its Fellows and some student representatives. The College Principal has 

overall management responsibility for the College and its staff.  He is supported by a senior 

management team consisting of the Vice Principal, Senior Tutor, Bursar, Domestic Bursar, and the 

Director of Development.   

Additional information about Linacre is available on the college’s website www.linacre.ox.ac.uk  

Alumni Relations Officer (36.5 hours) 

The Development Office has three principal functions.   

 Maintaining good relations with Linacre alumni (known at Linacre as Old Members).  

Linacre’s Old Members constitute the College’s most important body of supporters.  There 

are 5,500 Old Members in 133 countries, so there is a strong international component to 

Linacre’s Development work.  Contacts have been built up through personal visits, the 

biannual publication of Linacre News, events in Oxford, and visits and Old Members’ 

activities elsewhere in the United Kingdom and abroad. The main Old Members’ event 

during each year is the annual Gaudy, held in early July, targeting a particular cohort of 

former members each year.  

 Generating income for the College from external sources. In December 2015 the College 

completed a 50th Anniversary Capital Campaign which raised £8 million, representing more 

than the original goal, and continues to raise funds for Endowment, Accommodation, 

Student Support, and Academic Activities, in particular for a new student house purchased in 

late 2016. 

 Maintaining the high profile of the College in the outside world. The College has a busy 

presence on social media. In recent years the Principal and/or the Director of Development 

have visited Austria, Belgium, Canada, France, Hong Kong, Japan, Italy, Singapore, Spain, and 

the East and West coasts of the United States to meet with former members of the College. 

Following this appointment, the Linacre Development Office will have a full-time Director of 

Development, Dr Anne Keene, a full-time Alumni Relations Officer, and a full-time Development 

Officer, Mrs Ros Connell, as well as a 0.75 FTE Development Assistant, Mrs Kirsty Scott.  

The Alumni Relations Officer will have as a principal aim, the cultivation of excellent relationships 

with Linacre’s Old Members, enabling them to be in touch with College and with each other.   

http://www.linacre.ox.ac.uk/


Person specification 

We are looking for a person with an ability to communicate easily and appropriately with Old 

Members, Fellows, staff, and students from a very wide age range and a diversity of cultural 

backgrounds.  They should be able to convey empathy, warmth and enthusiasm and take a close 

interest in our members’ news and experiences. They should be able to represent the College well 

and be able to speak confidently in public about Linacre and the University.  

The post-holder will have creative flair, and strong writing skills. Evidence of experience creating 

engaging newsletters, web content and social media postings would be an advantage.  

We would like the appointee to show imagination and be highly organised in the design and 

planning of social events. Applicants should demonstrate that they show attention to detail, strong 

marketing and budgeting skills, an ability to meet deadlines and cope with pressure.   

The successful candidate should have strong IT skills. We are keen to engage someone with 

experience and talent in creating and editing web content and social media posts. You should be 

proficient in word-processing, relational databases, and spreadsheets.  Experience with digital 

publishing and photo editing would be advantageous. The Development database, which is Access 

based, is Raiser’s Edge; the College Office uses a variety of databases, including one for in-house 

student records (Mercury) and the University’s new student database, eVision.  

Applicants with drive and a good sense of humour are encouraged. You will be working in a small 

close-knit team where collaboration and good communication is essential.  

Terms and Conditions  

The post is a full-time 36.5 hours per week position, Monday to Friday inclusive, and with 30 

minutes’ break for lunch (time for the extra hour off to be agreed); it is on the University Support 

Staff Grade 5 (£24,983 to £26,495).  Start date is Wednesday 21st March. 

The post-holder may become a member of the Oxford University Staff Pension Scheme.  Holiday 

entitlement is 30 days per annum plus 8 Bank Holidays; leave period runs annually from 1st October.  

10 days’ leave (5 days for each) must be taken during Christmas and Easter College closures, and the 

balance of leave to be taken, in proportion relevant to varying length of days worked, by 

arrangement with the Director of Development.   

Free lunches are provided when on duty, apart from during a two-week summer closure in August. 

As Alumni Relations Officer, the post-holder is expected to attend some out-of-hours Old Member 

events, and time off in lieu or overtime payment will be given.  The successful applicant will work in 



their own office in the Development Office, which is modern and very well equipped.  Due to limited 

space, car parking on site is not possible during normal working hours.  
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