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BRASENOSE COLLEGE

Radcliffe Square

Oxford OX1 4AJ

Post:


Lodge Porter
Purpose of Job:
To assist in the day to day running of the College Lodge and maintain security of the College including security patrols. 

Responsible to:
The Head Porter

The College

Brasenose College is one of the older foundations in the University of Oxford. Originating in one of the medieval halls of the University – the gate of which was presumably adorned by the still-surviving ‘brazen nose’, or sanctuary door-knocker  – it was founded by royal charter as the King’s Hall and College of Brasenose in 1509.

Nearly five centuries later the College is still thriving. It has some 370 undergraduates and about 170 graduates, a fellowship of around 40 and a similar number of lecturers.  There are approximately 120 support staff.  It is thus one of the medium-sized Oxford colleges, with a very friendly atmosphere.

The College is a self-governing institution.  The ultimate authority for all decisions rests with the Principal and Fellows.  The Governing Body is serviced by a structure of committees, chiefly the Academic Committee, concerned with academic policy and administration, and the Finance Committee and the General Purposes Committee, concerned with other aspects of the management of the College.
The College values academic excellence and is concerned to foster research as well as high-quality teaching. It has a substantial library, mainly for undergraduate use, including a separate Law library; and well-developed IT provision. 
The objectives of the College are to:
· contribute to providing an excellent education for high-ability undergraduates;
· support the University’s graduate programmes within the College framework;
· promote research and scholarship;
· provide pastoral care and material support to all its members engaged in education and research;
· establish and maintain links with all those interested in supporting its activities;
· enhance and pass on to future generations its inherited values and assets.
More information about the College is available on its website at www.bnc.ox.ac.uk 
Duties and Responsibilities: Porters provide a front of house service and display a very high standard of communication, appearance and professionalism as part of an efficient team within the Lodge. 
· Responsibility for answering the College switchboard in a prompt, helpful and courteous way.

· To act as the first point of contact and use initiative to solve day-to-day problems within the College in a calm and efficient way, utilising good aural and written communication skills, including email.
· To sort incoming mail and despatching outgoing mail promptly and efficiently.
· To issue room keys and fobs as part of the security procedure. 
· To deal with any emergency in a swift and prompt manner following the College Fire Plan and other emergency plans.
· To provide first aid promptly should an occasion arise and to attend required training courses. 
· To be responsible for the security of the College when on duty, remaining vigilant at all times, ensuring that anyone who is not recognised by the porter is politely challenged as to why they are within the College.  Porters are to conduct security patrols to ensure the College is secure as required by the Head Porter. 
· To receive any visitor who comes to the College in an efficient and courteous manner, including for example conference delegates, candidates for interview and prospective students.
· Porters should have a reasonable knowledge of the College history in order to be able to answer questions that visitors may ask.

· Responsible for providing written incident reports to a good standard of written English
· Responsibility for assisting the Dean, Domestic Bursar and Junior Deans in the enforcement of College Rules, including challenging noisy or unruly behaviour within the College. 
· Responsible as part of the Lodge team to ensure an efficient handover between shifts and effective communication within the Lodge and wider College community.
· To take responsibility for overseeing parking arrangements within Radcliffe Square as per College procedure

· To collect, cash-up and accurately record all monies paid by visitors or tour parties
· To put up and take down flags as instructed
· To support the Maintenance team in making initial assessments out-of-hours in resolving maintenance problems, referring as necessary. To assist with ensuring the College provides a safe environment.
· To comply with any other reasonable request when required by the Head Porter or his nominated deputy in his absence
.
 Shifts:    The shift system will generally be worked by three porters working day shifts in rotation and two porters working night shifts in rotation. All porters may be required to work shifts that vary from the shift pattern as directed by the Head Porter for operational reasons.  
Holidays:
Day porters have 30 days leave per annum (based on a paid 7.5 hour day) plus 8 Bank Holidays
Night Porters have 23 days (based on a 10 hour working day) plus 8 Bank Holidays.

Ideally holiday to be taken as follows.

1 week to be taken between January and April.

2 weeks to be taken between May and September.

1 week to be taken between October and December.

2 weeks to be taken by choice.

Salary:

The salary will be on the University Spine Points 6 to 11 currently £15,303 to £17,503 per annum.

Benefits:

Membership of the Oxford Staff Pension Scheme (OSPS).

Free meals whilst on duty.

Bus Pass Scheme.
Person Specification
	Previous experience of working in a College Lodge or customer service environment.

	Essential

	Basic numeracy and good standard of written and spoken English to ensure an ability to communicate in a courteous, polite and friendly manner with customers both in person and in writing (emails).


	Essential

	Effective written and verbal communication skills in order to be able to deal with any enquiries or difficult situations, often requiring a degree of personal authority or sensitivity.
	Essential

	Able to work without direct supervision on own initiative to solve day to day problems or to react appropriately in the case of emergencies.
	Essential

	IT skills- including ability to access database for information


	Essential

	Sound judgement and decision-making skills to assess problems and identify best course of action
	

	Knowledge of emergency procedures and First Aid. Awareness of basic maintenance to assess health and safety aspects of premises
	

	Ability to remain polite and calm under pressure and to be able to prioritise workload efficiently

	Essential

	Ability to work collaboratively as part of a team, in a flexible, supportive and adaptable manner.


	Essential

	Good level of fitness in order to be able to carry out checks on other sites and to be able to get to any potential incidents quickly.
	Essential
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