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Linacre College 

Further Particulars for the Post of 

Accommodation Manager 

 

Job Title:      

Accommodation Manager 

Position Reports To:  

Domestic Bursar 

Job Description:  

Managing all aspects of College Accommodation 

Monday to Friday 30 hours per week 

Background 

Linacre is a post-graduate college of Oxford University. All 450 students of the college have 

completed a first degree and are now studying for an advanced qualification. They are divided 

almost equally between the sciences, arts and humanities and come from over 50 different 

countries. There are some 70 Fellows, the majority of whom are Professors, Readers, Lecturers and 

Junior Research Fellows in a wide range of University Faculties. The college has 19 administrative 

staff, small IT, library and maintenance teams, three chefs and large catering and housekeeping 

teams. 

The college currently has 198 units of student accommodation – approximately 50% on the college 

site and 50% in 9 properties in Oxford. Most are single rooms but there are some double rooms and 

family units. As a graduate college, the college is not governed by academic terms and many 

research students are in residence all year round. As a consequence the College does not house 

residential conferences. 

Key Responsibilities: 

Managing the housekeeping team 

1. Line manager to the housekeeping team, dealing with staff issues as necessary. The 

housekeeping team comprises the Housekeeper, Assistant Housekeeper and 10 domestic staff 

across all college properties. Dealing with personnel issues in respect of the domestic team and 

ensuring compliance with the College Equality Policy in this regard. 

2. In conjunction with the Housekeeper, setting standard cleaning procedures.  
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3. Overseeing purchasing in the housekeeping team. The Housekeeper and Assistant Housekeeper 

are responsible for cleaning materials, minor equipment purchases and the purchase of cleaning 

and laundry services. 

Student Accommodation 

4. Dealing with all enquiries relating to Linacre College accommodation. 

5. Allocating accommodation. For new students this involves close liaison with the College Secretary 

as part of the application procedure. Liaison with the Dean for Welfare and Equalities will also be 

involved in the case of new and continuing students with disabilities or with specific welfare 

needs. 

6. Managing arrivals and departures including collecting and maintaining records of room deposits. 

A large number of students arrive for the start of Michaelmas term but there are arrivals and 

departures at any time of year. The turnaround of rooms between tenants involving cleaning and 

decorating as required needs careful management to ensure smooth transitions.   

7. Production of Information packs for new students and summer lets.  

8. Tenancy Agreements. Licence agreements are signed for all tenancies – student lets and short 

term summer lets. The Accommodation Manager is responsible for making sure that the College 

tenancy agreement meets best-practice guidelines.  

9. Marketing and management of summer lets to maximise revenue. Vacant rooms may be let to 

academic visitors or students introduced through University departments. Billing for external lets 

including VAT where applicable. 

10. Allocation of and maintaining contact with Head Residents for each property. Each house or 

building on site has a nominated student Head Resident who liaises with the Accommodation 

Manager over any issues involving the building or its tenants. 

11. Managing accommodation waiting lists. 

12. Communicating with students and the Maintenance Department over maintenance issues. 

13. Providing Accommodation references to outside agencies as necessary. 

14. Close liaison with the maintenance department and Domestic Bursar– particularly in the 

scheduling of maintenance and repair work and major refurbishment in college accommodation. 

15. Management of furniture and accommodation equipment stocks, arranging new purchases as 

required. Recording new furniture on the rooms’ database. 

16. Billing of rents using accounts software. The rooms database within the ‘Accurate Solutions’ 

accounts software links rooms to the appropriate student which feeds through into charging the 

rents monthly to battels accounts. Careful management of the database of rooms and tenants 

ensures the correct amounts of rent are charged. 

Maintaining the ‘Rent Book’ (on Excel spreadsheet) reconcilable to the accounts. 

17. Setting of rents in conjunction with the Bursar. Rents are reviewed annually and increases agreed 

with the student body. New rents are applied in September in advance of the new academic year. 

18. In collaboration with the college website manager, making sure that the accommodation pages 

on the college website are informative, accessible, accurate and attractive. 

19. Management of (including charging for) students’ storage. The college has thirteen 1 metre cube 

storage cages which are hired out to students. 

20. Allocations of student parking. A few college houses have a limited number of parking spaces 

allocated according to need.  
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21. Allocation of study rooms. Students without suitable study facilities at home may apply for an on-

site study room. These are allocated termly in consultation with the Senior Tutor and the Dean 

for Welfare and Equalities. 

22. In conjunction with the IT department, managing telephones in student houses.  Managing the 

college ‘phone book’. Updating University entries for all college telephones. 

23. Assistant Health and Safety officer, working closely with the Health and Safety Officer (the 

Domestic Bursar), specifically as Secretary to the Health and Safety Committee 

24. Ensure compliance with and documentation for  the Accommodation Code of Practice 

25. Anything else occasionally and reasonably delegated by the Principal or Bursar or Domestic 

Bursar 

 

Critical Relationships: 

Domestic Bursar, Bursar, Housekeeper, Assistant Housekeeper, Maintenance Manager, Accounts 

Manager (over accounting issues), College Secretary,  Senior Tutor, Dean for Welfare and Equalities, 

IT Manager. 

Person specification 

 Experience of managing accommodation and staff – desirable but not essential. 

 A working knowledge of the Accommodation Code of Practice in relation to student 
accommodation – desirable but not essential 

 Excellent administration skills 

 A competent user of non-specialist software and an ability to learn how to use relevant 
specialist IT systems including accounts packages.  

 Highly numerate with an attention to detail 

 An understanding of accounting procedures and budget management 

 A good communicator who can work effectively with students, academics, colleagues and 
contractors alike. 

 A confident and friendly approach, responsive and enthusiastic with the ability to build 
relationships with people at all levels 

 A willingness to engage with issues of equality in employment and accommodation  

 A willingness to work flexibly – both in attitude and in time. At certain periods in the year it 
may be necessary to work beyond the part time 30 hour week. 

 Ability to remain calm under pressure 

 A highly efficient and well-organised member of staff, willing to work in a closely co-
ordinated team.   

Remuneration  

Starting salary on Grade 5 of the University of Oxford scales £25,728-£28,098 (30 hours pro rata i.e. 

£21,146 - £23,094) dependent on experience and qualifications.   
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Applications  

Applicants should forward their curriculum vitae together with the names, addresses, telephone 

numbers (and e-mail addresses where possible) of two referees and the Equality  Monitoring form to 

Jo Whitfield, Principal’s PA and Events Manager, Linacre College, St Cross Road, Oxford, OX1 3JA by 

Sunday 17th September 2017. They should include a covering letter laying out, in some detail, how 

their skills and experience match those that we are looking for.  It is expected that interviews of 

short-listed candidates will be held on Thursday 28th September 2017. 

Linacre College is an equal opportunities employer 


