DIRECTOR OF THE DEPARTMENT FOR CONTINUING EDUCATION
and Fellow of Harris Manchester College
UNIVERSITY OF OXFORD

Overview of the Department
The University of Oxford’s Department for Continuing Education is seeking its next Director. The Department, an
integral part of one of the world’s leading universities, has an outstanding track record of enabling non-traditional
learners from across the globe to pursue their academic and professional ambitions. Continuing Education will sit
at the very heart of the University’s strategic commitments to broad outreach, and to providing an accessible,
inclusive, and digital education to students and learners throughout their lives.
The Department has a long and proud history in extending access to an Oxford education, from its beginnings
in the University Extension movement of the 1870s. It is now one of the strongest and most dynamic centres
of lifelong learning in the UK, and is the University’s main repository of experience and expertise in areas such as
remote pedagogy, remote assessment, flexible modular provision and award of academic credit. It has a large and
diverse portfolio; every year it has around 15,000 student enrolments on its courses and programmes, drawn
from local, national and global constituencies. Its teaching portfolio includes: short, non-award-bearing courses;
undergraduate certificates, diplomas and advanced diplomas; foundation certificate courses designed to lead into
full undergraduate degrees (at Oxford or elsewhere); postgraduate certificates and diplomas; part-time Master’s;
part-time DPhils; and continuing professional development courses. Courses are delivered in-person, online and
through a blend of the two.
The Department is led by the Director, and the senior management team includes two Deputy Directors:
these posts are currently filled on an interim basis, offering the new Director the chance to shape their senior
management team in making the permanent appointments. The Department has a relatively small complement of
permanent academic staff (some 22 Professors and Associate Professors) supported by around 26 Departmental
Lecturers (mostly on fixed-term contracts), afforced by around a thousand sessional teachers, and some 150
professional and support staff. The Department’s budgeted annual turnover is c. £20M. The Department is based
in Rewley House, a dedicated set of buildings in the heart of the University. Facilities include a Residential Centre
(with a hotel and catering operation), Common Room, Library, Lecture Theatre, Registry and a range of teaching
and computing rooms. There is a dedicated online course production unit, Technology-Assisted Lifelong Learning
(TALL), which specialises in course development and consultancy.
The Department sits outside the University’s four academic divisions (Humanities, Mathematical, Physical and
Life Sciences, Medical Sciences and Social Sciences) but collaborates with staff from all four divisions in much of
its course provision, and many staff within the Department for Continuing Education are also members of the
relevant Division.
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Future opportunities for the Department
Looking forward, the Department will continue to build upon its excellent record of supporting lifelong and
distance learning. There are exciting opportunities for Continuing Education to contribute to the University’s plans
to develop a more holistic access agenda in which lifelong learning plays an important role, and to play a leading
role in the development of digital education based on the University’s research and scholarship. The new Director
will have the opportunity to contribute to University strategy, and define the Department’s role, in these areas, as
described below.

•

The University sees a significant opportunity

•

The University is looking to the Department to

to increase the global reach of its world-

increase the focus of its activities on supporting

leading research and scholarship through online

lifelong learning, as part of a broad university

means, for example through online continuing

access agenda with increased emphasis on

professional development courses and micro-

mature learners and those from non-traditional

credentials. While there has been some activity

backgrounds and with a wide range of prior

in this area for many years, there is a need for

qualifications and experience. Development

a greater strategic focus on this area. The new

of this agenda will need to take account of

Director will be encouraged to engage with

the Government’s emerging policy on the

senior staff in the academic divisions, the Centre

Lifelong Loan Entitlement, enabling students

for Teaching and Learning and Oxford University

of all backgrounds to dip in and out of modular

Press to assess the potential for growth in this

courses over many years in a way that fits

area, to formulate a strategy, and to agree

with their career and personal circumstances.

what role Continuing Education should play in

At Oxford we will look to the Department

it. This is an opportunity to make a step change

for Continuing Education to take the lead in

in global education and outreach, working with

responding to this initiative. This is a prime

departments to deliver across digital platforms.

opportunity to ensure that Oxford remains at
the forefront of the access agenda.

Rewley House
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In recent years, part-time postgraduate provision has become more established across the University and this
trend is expected to continue. The focus on distance learning has been boosted by experience of remote teaching
during the Covid pandemic, and many parts of the University are now interested in developing distance learning
courses, or hybrids involving distance learning. As they do so, the University wishes to draw on the Department’s
rich experience in distance learning, with the Department marrying its expertise in delivery and pedagogy with
the subject expertise of partner departments.
The Department’s activities will be overseen by a new Strategic Management Board as from October 2021,
chaired by a senior academic leader within the University and comprising the Director, the Heads or Associate
Heads of the University’s four academic divisions, a member of the University’s Education Committee and a
student representative. The chair of the Board will be the Director’s line manager. The Board will report to the
University’s Education Committee, which is chaired by the Pro-Vice-Chancellor (Education).
For more information, please visit: www.conted.ox.ac.uk.
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Overview of the Role
We are looking for an inspiring and collaborative leader whose passion for online pedagogy, lifelong learning and
strategic approach to leadership will take this successful and diverse Department to its next stage. The Director
will be expected to:
•

Work with the new Strategic Management Board

•

Work with the four academic divisions to

and Education Committee to develop and deliver

develop a joint strategy for part-time and

an academic strategy for the Department,

distance learning, based on detailed discussion

focused on widening participation through a

and negotiation.

commitment to lifelong learning.
•

Work with staff in the academic divisions,

•

Establish strong working relationships with the

the Centre for Teaching and Learning and

academic divisions, and with a range of colleges,

Oxford University Press to develop a global

both to facilitate the access agenda and to

digital education offering that builds on and

support the divisions to develop their part-time

complements other digital initiatives.

and distance learning provision.

This is a full-time, permanent senior management position, with responsibility for leading and representing the
Department academically and administratively, but the Director will nevertheless be encouraged to continue their
own programme of research and scholarly activities, and will have scope to maintain their academic interests.
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Job Description
The Director will be responsible for:

Academic leadership
1.

Maintaining and developing Oxford’s position as

5.

a leader in lifelong learning.

Representing the Department in setting and
implementing University strategy through
membership of relevant committees.

2.

Developing and delivering an ambitious vision as
to how the Department can support the wider

6.

Spearheading Departmental strategy and

University’s online and global digital education

academic planning, development, finances,

strategy.

educational policy and standards, academic
personnel matters, research activities, and

3.

Ensuring excellence in teaching, learning and

equality, diversity and inclusion at all levels.

supervision for all the Department’s students.
7.
4.

Line managing the Deputy Directors, the

Representing the Department at the Strategic

Associate Professors, Departmental Lecturers

Management Board, and ensuring that the

and the Director of Development, supporting

decisions of the Board and the University’s

and enabling them in their efforts to help the

Education Committee are implemented

Department excel and to pursue their research

effectively, through an appropriate supporting

and academic careers.

governance structure within the Department
which promotes sound decision-making.

8.

As a Fellow of Harris Manchester College, the
postholder will be a trustee of the College and
will work with colleagues to ensure that it offers
excellent education to mature students.
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Strategy and planning

Building relationships

9.

13. Building excellent and ongoing relationships with

Working with the Strategic Management Board
and Education Committee to develop and

leaders in the University’s four academic divisions

deliver an holistic access strategy for Oxford

and relevant partners in GLAM (Gardens,

which encompasses digital education and

Libraries & Museums) and CTL (Centre for

lifelong learning as well as undergraduate and

Teaching and Learning), developing strong links

postgraduate programmes.

across the spectrum of academic activity, and
ensuring that Continuing Education complements

10. Focusing the Department’s entrepreneurial flair
further on its original mission of supporting

and supports the academic priorities of the
divisions.

lifelong learning, leading the University’s
activities in this area, and strengthening its

14. Exploring the opportunities for collaboration

contribution to the University’s access and digital

with colleges which themselves have a mission

education agendas.

to support lifelong learning, and sharing
with colleges the Department’s expertise in

11. Developing financial strategies for sustainability,

supporting part-time non-resident mature

including through fundraising, developing a

students. Being a Fellow of Harris Manchester

longer-term strategic plan and annual operating

College, which is already engaged in excellent

statement with the Strategic Management

and distinctive lifelong learning, will give the

Board.

postholder a significant collegiate base and
existing expertise from which to explore and

12. Developing a human resources strategy that

develop this aspect of strategy.

supports the recruitment and retention of a
talented and committed team, which promotes
equality, diversity and inclusion.

15. Representing and promoting the Department
within the collegiate University, fostering
effective and fruitful relations.
16. Promoting the Department externally, and
building effective relationships with local, national
and international bodies.
17. Facilitating excellent communication within the
Department across its diverse staff and student
body.
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Person Specification
Applications will be judged against the criteria which are set out below. Applicants should make sure that their
application shows very clearly how they believe that their skills and experience meet these criteria. The University
is committed to fairness, consistency and transparency in selection decisions, including by ensuring that Chairs of
selection committees fully understand the principles of equality of opportunity.
The successful candidate must have:

Strategic academic leadership

Negotiation and communication

1.

8.

A strong track record of achievement in
university teaching and research.

Excellent communication, diplomacy and
negotiation skills, with the ability to manage
multiple stakeholders and partners, to influence

2.

A commitment to and experience of lifelong

and persuade.

learning, supporting part-time and nontraditional learners.

9.

The ability to build collaborative and effective
relationships with leaders and academic staff in

3.

Knowledge of digital design and online pedagogy.

the academic divisions and colleges across the
University.

4.

A commitment to further developing and
communicating a compelling and clear vision for

10. The ability to represent the Department and

the Department in concert with the Strategic

liaise in a positive and effective way within the

Management Board and Education Committee,

collegiate University and externally.

and for harnessing the Department’s resources in
pursuit of that vision.

11. An appetite for or experience of successful
fundraising and income generation.

5.

Outstanding strategic leadership and
management capabilities.

6.

An entrepreneurial and creative approach.

7.

A credible academic leader with an ability to
bring people together and to command the
respect of key stakeholders across Oxford.
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Organisational leadership
12. Experience of developing and embedding an

14. Experience of strategic management of people.

organisational culture that promotes equality,
diversity and inclusion.

15 Experience of successfully managing
organisational change.

13. Experience of planning and managing resources,
particularly in terms of finance, academic and
professional staffing, and facilities.

16. There may be other duties as could be
reasonably expected of a senior leadership
position.

9

About the University of Oxford
Welcome to the University of Oxford. We aim to lead the world in research and education for the benefit of society
both in the UK and globally. Oxford’s researchers engage with academic, commercial and cultural partners across the
world to stimulate high-quality research and enable innovation through a broad range of social, policy and economic
impacts.
We believe our strengths lie both in empowering individuals and teams to address fundamental questions of global
significance, while providing all our staff with a welcoming and inclusive workplace that enables everyone to develop
and do their best work. Recognising that diversity is our strength, vital for innovation and creativity, we aspire to
build a truly diverse community which values and respects every individual’s unique contribution.
While we have long traditions of scholarship, we are also forward-looking, creative and cutting-edge. Oxford is
one of Europe’s most entrepreneurial universities and we rank first in the UK for university spin-outs, and in recent
years we have spun out 15-20 new companies every year. We are also recognised as leaders in support for social
enterprise.
Join us and you will find a unique, democratic and international community, a great range of staff benefits and access
to a vibrant array of cultural activities in the beautiful city of Oxford.
For more information, please visit www.ox.ac.uk/about/organisation.
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Harris Manchester College
The appointee will be elected to an Official Fellowship at Harris Manchester College, University of Oxford. Harris
Manchester College is a unique part of the University, as it admits only students aged 21 and over to read for
undergraduate and graduate degrees. This association offers the opportunity to become closely involved in the
intellectual and social life of the College, and to explore synergies between the missions of the Department
and College. As an Official Fellow and member of the Governing Body, the appointee will also participate in the
governance of the College and contribute to shaping its mission and objectives. Harris Manchester College is
an exceptionally international and diverse community, committed to the highest academic standards. For more
information, please visit www.hmc.ox.ac.uk.
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Terms and Conditions
Pension
The University offers substantial pension provision under the auspices of USS (the Universities Superannuation
Scheme). You will be offered membership of USS. Details are available at https://finance.admin.ox.ac.uk/uss.

Length of appointment
This is a permanent position. It is subject to the current University rules on retirement; the normal retirement date is
30 September immediately preceding the 69th birthday. Further details are available at 			
https://hr.admin.ox.ac.uk/retirement-staff-grade-8.

Annual leave
Full-time staff are entitled to 38 days of paid leave (pro rata for part-time) in each leave year from 1 October to
30 September, inclusive of all public holidays and any locally agreed closure days. Annual leave is to be taken by
arrangement with the chair of the Strategic Management Board.

Outside commitments
You will be expected to maintain a range of outside interests, within the normal University rules for the holding of
outside appointments, including consultancies. A maximum of 30 days per annum may be spent on such activities,
subject to the approval of the chair of the Strategic Management Board and to consideration, inter alia, of any
conflicts of interest which may arise or be perceived to arise. There is no limit to the amount of money which may be
earned from these activities.
Further details are available at https://hr.admin.ox.ac.uk/holding-outside-appointments.
Guidance is also available on: Ownership of intellectual property and managing conflicts of interest.

Membership of Congregation
Oxford’s community of scholars governs itself through Congregation which is its ‘parliament’. You will be a voting
member of Congregation. See https://www.ox.ac.uk/about/organisation/governance and 		
https://governance.admin.ox.ac.uk/legislation/statute-iv-congregation for further details.

Relocation expenses
Subject to UK tax regulations and the availability of funding, a relocation allowance may be available.

Family support
The University offers generous family leave arrangements, such as maternity, adoption, paternity and shared
parental leave. Details are available at https://hr.admin.ox.ac.uk/family-leave-for-academic-staff. Requests for
flexible working patterns will be accommodated as far as possible. You will be eligible to apply to use the University
nurseries (subject to availability of places). For details of the nurseries and how to apply for places, please see
https://childcare.admin.ox.ac.uk/home.
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The University subscribes to Work+Family space, a service that provides practical advice and support for employees
who have caring responsibilities. The service offers a free telephone advice line, and the ability to book emergency
back-up care for children, adult dependents and elderly relatives. For more details, please see 		
https://hr.admin.ox.ac.uk/my-family-care.
The Oxford University Newcomers’ Club is run by volunteers, whose aim is to help the newly-arrived partners
of visiting scholars, of graduate students and of newly appointed academic and administrative members of the
University to settle in and to give them opportunities to meet people in Oxford. Further information is available at
www.newcomers.ox.ac.uk/.
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Welcome for international staff
One of Oxford’s great strengths is its truly international body of research and teaching staff from over 140
countries, and we welcome applications from across the world. We can help international staff and partners/families
make the transition to Oxford. Information about relocation, living and working in the UK and Oxford is available at
https://welcome.ox.ac.uk/.
If you require a Global Talent visa, we have a dedicated Staff Immigration Team to support successful applicants
through the process from job offer through to arrival in the UK, subject to the eligibility criteria being met. Further
information is available at www.gov.uk/global-talent.

Promoting diversity
The University is committed to recruiting and retaining the best people, whoever they are, to ensure equality of
opportunity. The Vice Chancellor’s Diversity Fund provides resources for innovative projects to promote diversity.
The Equality and Diversity Unit promotes good practice across the University by developing policies and offering
training, and runs a range of support networks for staff. It works closely with colleges, the Oxford University Student
Union and external campaign groups. Please see https://edu.admin.ox.ac.uk/home for details.

Other benefits and discounts for University employees
The University has a range of facilities and benefits for its staff, including discounted health insurance, sustainable
travel schemes, and discounts in local shops and restaurants. Details are available at: 			
https://hr.admin.ox.ac.uk/staff-benefits. https://hr.admin.ox.ac.uk/discounts.

Pre-employment screening
Your appointment will be subject to the University’s standard pre-employment screening. This will include right-towork, proof of identity, references, a pre-employment health declaration, and any other checks as applicable to the
post. We advise you to read the notes for applicants at https://jobs.ox.ac.uk/pre-employment-checks.

Equality of opportunity
Entry into employment with the University and progression within employment will be determined only by personal
merit and the application of criteria which are related to the duties of each particular post and the relevant salary
structure. In all cases, ability to perform the job will be the primary consideration. No applicant or member of
staff shall be discriminated against because of age, disability, gender reassignment, marriage or civil partnership,
pregnancy or maternity, race, religion or belief, sex, or sexual orientation.

Data privacy
Please note that any personal data submitted to the University as part of the job application process will be
processed in accordance with the GDPR and related UK data protection legislation. For further information, please
see the University’s Privacy Notice for Job Applicants at: 						
https://compliance.admin.ox.ac.uk/job-applicant-privacy-policy.
The University’s Policy on Data Protection is available at: 						
https://compliance.admin.ox.ac.uk/data-protectionpolicy.
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How to apply
The University of Oxford has retained an executive search partner, Minerva, to advise on the appointment.
For an initial conversation about the role please contact oxfordconted@minervasearch.com.
Interested candidates should send a full curriculum vitae and a covering letter outlining how you meet the job
description and the person specification to oxfordconted@minervasearch.com.
Formal interviews shall likely be held in the latter half of October 2021.

CONTACT

Potential applicants who wish to make an informal enquiry about the positio
Minerva as follows:
Kerry Shepherd
kerry@minervasearch.com
0203 714 3477
Helen Higgins
helen@minervasearch.com
0203 793 6311
Natalie Chapman
natalie@minervasearch.com
0203 714 0963

www.minervasearch.com
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