
 
 

LINACRE COLLEGE, OXFORD 
 

Further Particulars of the Post of IT Support Assistant 
 

The College 
  
Linacre is a relatively young college, first established by the University in 1962 to provide a home for 
graduate students coming to Oxford to read for postgraduate degrees. The College is named after 
the 16th

 century humanist, scholar and medical scientist, Thomas Linacre. Linacre College became 
fully self-governing in 1986, when it was granted its Royal Charter.  
The College currently has over 50 Fellows. Most of these are Professors, Readers and Lecturers in a 
wide range of subjects. It also has over 400 graduate student members, mostly from overseas, 
representing over 50 different countries. About half of the students live in college-owned or college-
managed accommodation, either on the main site or in houses around Oxford.  
Linacre is a friendly and informal community that offers a mature environment suitable for post-
graduate study. It has a single Common Room, shared by Fellows, staff and student members alike. 
Students are attracted to Linacre by its multi-disciplinary and international character, and by the fact 
that it is strongly committed to reducing its impact on the environment.  
Linacre College welcomes diversity amongst its students, staff and visitors, recognising the 
contributions to the achievement of the College’s mission that can be made by individuals from a 
wide range of backgrounds and experiences. The College is committed to the principle of equality of 
opportunity in the conduct of the recruitment and selection process for all advertised posts. 

Linacre’s IT department has strong relationships with other units within the University including the 
School of Geography, Brasenose College, and Mansfield College. This includes joint working and 
shared cover for holidays and absence etc. The role of IT Support Assistant provides an excellent 
opportunity for someone looking to develop their skills and experience in a wide range of areas 
within IT and communications. 

 

Position Overview 

Reporting to the IT Manager, the key responsibilities of the IT Support Assistant will be: 

1. Helpdesk: first-line support to users (including Fellows, students, staff, and conference guests.) 

2. Maintaining the working order of public computers and printing facilities. 

3. IT infrastructure: assisting with the maintenance and associated reporting of college owned 

computing hardware. 

4. Audio-visual: the setup, maintenance of and user support for the College audio-visual facilities. 
 
 
 
 



Main Duties of the Post  

Helpdesk 

 Deliver effective and efficient first line support for Fellows, students, staff and 

guests, including hardware and software installs, trouble-shooting and system configuration 

assistance to ensure compliance with college operational requirements and relevant ICT 

regulations. 
 Hardware and software deployment of college owned and operated equipment - including 

staff computers, printers and computer room PCs, printers and scanners. 

 Host regular drop-in IT support sessions 

 Basic network support to all members and guests. 

 Assist the IT Manager in the delivery of administrative and technical tasks. 

IT Infrastructure 

 Hardware and software setup and support for college equipment  

 Other infrastructure roles as required by the IT Manager.  

 

Audio-visual 

 To set up and operate audio-visual equipment in response to bookings made with the College. 

 To demonstrate to users the correct operation of the appropriate multimedia equipment 

including projectors, television monitors and receivers and audio systems. 

 To undertake initial maintenance in conference rooms and recommend further action 

when appropriate. 

 To provide general assistance to conference organisers and attendees. 

 To maintain/create where appropriate user guides for audio-visual and information 

technology equipment within College. 

 
Hours 
 
The basic working week is 8.30am – 4:30pm Monday to Friday including 30 minutes unpaid lunch 
break). Linacre is a keen supporter of flexible working arrangements, so variations can be discussed, 
taking into account the fact that this is a customer facing role. 
 
Conditions of Employment 
 
The post is on the University Support Staff Grade 5 (£24,983 to £29,799) 
The holder of the post will be eligible for membership of the University Staff Pension Scheme (OSPS). 
 
The appointment will be subject to a probationary period of six months, during which time the 
appointment may be terminated by either party with one week’s notice.  Thereafter the required 
notice period will be one month on either side. 
 
There is an annual leave entitlement of 30 working days (5 days to be taken at each of the agreed 
Easter and Christmas closure periods), plus the 8 statutory public holidays.  
 
Lunch when on duty and when the College kitchen is operational is offered free of charge. 
 



All staff are members of the College Common Room. 
 
Application forms are available on the college website www.linacre.ox.ac.uk/vacancies or from Jo 
Whitfield: jo.whitfield@linacre.ox.ac.uk 
 
Closing date for completed applications is midday on Monday 29th January 2018. 
 
Interviews are expected to be held in the week commencing 5th February. 
 
All applications will be acknowledged. Linacre College is an Equal Opportunities Employer 

 
 

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

