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Job title Chief Operating Officer (Divisional Registrar) 

Division Social Sciences Division  

Location Hayes House, George Street, Oxford OX1 2BQ 

Grade and salary Competitive 

Hours Full time  

Contract type Permanent  

Reporting to Registrar 

Vacancy reference  

 
 
 
 
  

http://www.admin.ox.ac.uk/personnel/staffinfo/resstaff/hrexcellence/
http://www.admin.ox.ac.uk/eop/gender/athenaswan/
https://www.admin.ox.ac.uk/eop/disab/mindfulemployer/
https://www.admin.ox.ac.uk/eop/race/raceequalitychartermark/


 
               2 
 

The role  

This is an outstanding opportunity to make a significant contribution to the success of one of the 
largest groupings of social scientists in the world. As the operational partner to the academic 
Head of Division, the Chief Operating Officer (Divisional Registrar) (hereafter referred to 
Divisional Registrar) leads the development and implementation of effective administrative and 
policy frameworks to underpin the division’s strategic academic objectives.  They have overall 
responsibility for the strategic, operational and financial management of the division, and for 
leadership of the divisional team. They provide operational leadership and management advice 
to the Head of Division, and support her in providing academic leadership of the division’s 
departments and contributing effectively to governance and decision making at University level.  
 
The Divisional Registrar has a formal reporting line to the Registrar and is also part of the 
Registrar’s Senior Leadership Team (SLT).  The SLT brings together the Service Directors and 
Divisional Registrars as the key individuals to facilitate the administration of the University as 
sustainable, targeted to need and effective. This cross cutting responsibility aims to generate 
balanced planning and implementation of university priorities.  It is also the collective leadership 
of the members of professional services responsible for their management and development, 
and working towards proactive talent management.  
 
The Social Sciences Division is one of four academic Divisions of the University of Oxford, and 
comprises 15 departments. The divisions and departments operate very autonomously, with 
devolved budgets and very significant devolved responsibilities across all aspects of University 
administration and management. As Divisional Registrar for the Social Sciences Division, you 
will lead the development of the division, working closely with and supporting the academic 
Head of Division, and Associate Heads of Division. You will be an outstanding leader and 
manager, with a creative and proactive approach to enabling the division’s strategic objectives. 
The role demands comprehensive engagement with financial and strategic planning, and 
oversight of academic administration. Exceptional communication and interpersonal skills are 
essential, as are strong diplomatic skills and the ability to manage multiple stakeholder groups 
and to plan clearly and strategically in a complex environment.   
 
 

Responsibilities  
 
(a) Strategy, finance and planning 
 
You will make a significant contribution to the further development and continued success of a 
division which has established clear academic and financial strategies. Significant growth in 
disciplinary breadth and interdisciplinary interests has given Social Sciences at Oxford 
unprecedented opportunities for academic development which the divisional administrative 
team will continue to support with imagination and energy. However the key challenges  include 
the following specific issues,  particularly against the background of Brexit and the continued 
fallout from the Coronavirus pandemic: (i) further constraints on the ability to invest and grow, 
arising in part from the continual decline in public sources of funding including that for research, 
(ii) securing sufficient research funding within a national policy environment that tends to 
prioritise science and medical based provision over the social sciences and arts subjects, (iii) 
the continuing need to balance the demands of undergraduate and graduate teaching and to 
maintain quality in both, (iv) the maintenance of the division’s international competitiveness and 
its ability to attract the best staff and students from across the globe, and (v) the ongoing 
provision of effective procedures and policies to best support the interests of all the constituents 
of the division.  
 
The Divisional Registrar must be able to: 
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- give sound, informed advice and guidance (formal and informal) to the Head of Division, to 
the divisional board and its committees, to Heads of Departments, and to academic and 
administrative colleagues 

- exercise appropriate leadership in developing operational support to enable the division to 
take forward its strategic objectives and key priorities 

- understand, and be able to challenge, complex budgets and business cases 
- participate in strategic decision-making which may have a University-wide impact.   
 
(b) Leadership and management 
 
The Divisional Registrar has responsibility for leading the work of the division’s 15 Heads of 
Administration and their departmental teams, as well as for the work of the divisional team of 
just under 60 staff, including the embedded teams from Finance, HR and Development.  Please 
see the SSDO organisational chart. 
 
They provide professional line management to the Division’s 15 departmental Heads of 
Administration (who report on day-to-day matters to their academic Head of Department) and 
lead the divisional team in providing professional support across the functional areas of 
strategic planning and resources, budget-setting and monitoring, capital projects, research and 
impact, academic administration, graduate training, health and safety, and communications. 
The divisional office currently hosts two shared services teams providing IT and 
Communications support to two different groups of Social Sciences Departments. The 
Divisional Registrar must: 
- be a capable, experienced and effective manager, able to lead the divisional team, and to 

manage the division’s budget and its space 
- work closely with the HR Business Partner team on the oversight of complex HR issues, 

and provide strategic and operational guidance to the Head of Division and Heads of 
Department as appropriate  

- inspire confidence and command the support of the whole division, taking the lead on 
matters of divisional policy 

- give advice, guidance, and support where necessary and in particular to all departmental 
Heads of Administration in the division. Departments have significant delegated 
responsibilities and it is therefore particularly important for the post holder to maintain 
effective working relationships with all departmental Heads of Administration 

- foster positive and cooperative working relationship with heads of professional service 
functions in the central University as well as with the Divisional Registrars of the other 
academic divisions 

- play an active leadership role as a member of Registrar’s SLT, participating in, and leading, 
on cross-institutional projects and initiatives as requested by the Registrar. 

 
(c) Strategic projects 
 
The Division operates to support the research and education priorities of its departments, and to 
enable it to be even more successful than the sum of its parts. To support this aim, we have 
agreed a set of cross-cutting strategic priorities. These include: 
  
- To support continued innovation across our educational offerings. This includes ensuring 

that new programmes can come forward, and existing programmes can innovate and 
operate sustainability and, at graduate level, that students obtain the best grounding in 
social sciences research and professional training. The division is the lead partner in the 
ESRC-funded Grand Union Doctoral Training Partnership (DTP) in conjunction with Brunel 
and Open Universities.  It is already working on its bid for the next round of DTPs. 

 
- To continue to implement our Divisional Research Strategy originally agreed in 2014 and 

currently being reviewed and refreshed as a Research and Innovation Strategy. The 

https://socsci.web.ox.ac.uk/files/00ssdorganisationchartoctober2020pdf
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Strategy’s overarching aims include to maintain Oxford’s position as a world leader in social 
sciences and to extend the influence and impact of Oxford social sciences.  

- To ensure financial sustainability across teaching and research in an increasingly 
constrained funding environment, including by developing opportunities for the division to 
invest strategically in academic priorities and income-generating activities. 

 
- To provide sufficient functionally suitable space, with appropriate academic adjacencies, to 

support departmental activity and promote inter-disciplinary collaboration through 
implementation of the division’s strategic capital and space vision. This requires 
constructive and effective engagement across and beyond the collegiate University. 

 
- To promote equality, diversity and inclusion across the staff and student body. This 

includes supporting departments in applying for Athena SWAN awards and ensuring that 
the division makes its contribution to fulfilling the University’s Race Equality Charter action 
plan. 
 

- To deliver our fundraising strategy targeted at increasing postgraduate funding, endowing 
academic posts, and capital projects, including by emphasising collaboration with other 
fundraising teams across the collegiate University. 

 
(d) Governance 
 
The Divisional Registrar will service the divisional board (which meets six times a year) and is 
responsible for the orderly and timely management of its business, for the preparation of 
papers, agendas and minutes and, with the support of the administrative team, for actions 
arising. The division’s learning and teaching committees (Graduate Studies, Undergraduate 
Studies, Quality Assurance Committee) are serviced by the Education team, while support for 
other ad hoc committees and working groups (including a Research Strategy Group, an 
Equality, Diversity and Inclusion Panel, and a divisional IT Forum, among others) is shared 
among the team. There is a rolling programme of reviews of academic departments (typically 
one per term), responsibility for which is distributed among the team at the discretion of the 
Divisional Registrar. 
 
The Divisional Registrar will: 
- act as Registrar to the Divisional Board and its Planning and Resources Committee, 

supported by other colleagues 
- liaise closely with University senior officers and the officers of the main central committees 

of the University (Education, Personnel, Planning and Resource Allocation, General 
Purposes) which under Council lay down the institutional policies of the University, 
including decisions on annual budgets 

- ensure effective liaison with colleges and the secretariat for the Conference of Colleges, 
and their academic and administrative staff 

- oversee and ensure the most appropriate deployment of the divisional team in order to 
ensure that the division and its activities are managed effectively. 

 

Pre-employment screening 

All offers of employment are made subject to standard pre-employment screening, as 
applicable to the post.    

If you are offered the post, you will be asked to provide proof of your right-to-work, your 
identity, and we will contact the referees you have nominated. You will also be asked to 
complete a health declaration (so that you can tell us about any health conditions or disabilities 
so that we can discuss appropriate adjustments with you), and a declaration of any unspent 
criminal convictions.    
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We advise all applicants to read the candidate notes on the University’s pre-employment 
screening procedures, found at: www.ox.ac.uk/about/jobs/preemploymentscreening/.  

 
 

Selection criteria 
 
Experience 
 

• Extensive experience of working at a senior management level in a higher education, public 
sector or closely-related environment  

 

• Experience of strategic planning in a large and complex organisation, and evidence of the 
ability to contribute effectively and creatively to the development, communication and 
implementation of strategy and policy 

 

• Experience of supporting, servicing and managing the work of decision-making bodies , 
ensuring effective liaison with a range of colleagues across a large and complex organisation 

 
 
Leadership and management 
 

• Proven staff management and leadership experience and ability. This should include 
outstanding interpersonal skills including the ability to act with tact and discretion, to inspire 
confidence, to manage conflicting agendas, and to motivate staff and co-operate with 
colleagues in a team spirit, as well as the demonstrable ability to lead by example 
 

• Ability to work with senior colleagues to achieve and support collective leadership in 
managing and developing staff across an organisation  

 

• Demonstrable experience of managing organisational change and innovation 
 

• A good understanding of the importance of HR and personnel policies and associated 
statutory legislation 

 
Personal attributes 
 

• Strong diplomatic skills and good judgement, with the ability to manage multiple stakeholder 
groups, to influence and persuade, and to tolerate ambiguity in a complex environment 
 

• Commitment, resilience, and energy. A can-do attitude, and a positive approach to all 
activities 

 
Education, qualifications and skills 
 

• Educated to graduate level or equivalent, with evidence of strong intellectual capacity and 
reasoning. The successful candidate will have excellent analytical skills, demonstrable agility 
and flexibility of thought, and the ability to approach complex scenarios with a logical, 
analytical and structured response, as well as the ability to see the bigger picture without 
losing sight of the detail 

 

• Excellent oral and written communication skills with an ability to present coherent and 
persuasive arguments that command the confidence of the academic community 

 

http://www.ox.ac.uk/about/jobs/preemploymentscreening/
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• Numeracy and IT skills, including evidence of the ability to engage creatively in financial 
planning and financial administration, and to understand the application of standard software 
packages the issues relating to complex IT developments  
 
 

The Social Sciences Division  
 
The University’s academic departments and faculties are organised into four large groups, 
known as Academic Divisions (Social Sciences, Mathematical, Physical and Life Sciences 
(MPLS), Medical Sciences, and Humanities). The divisions are responsible for academic 
strategy and operational planning, oversight of the teaching and research of their constituent 
departments and faculties, and for personnel and resource management. The social sciences at 
Oxford are distinctive for both their depth and breadth, with over 1,200 academic and research 
staff working across fourteen departments, faculties and schools and one cross-divisional unit. 
The Head of the Social Sciences Division is Professor Dame Sarah Whatmore, who is a 
member of the University’s Council.  
  
The Division is a world-leading centre of research and education in the social sciences. The 
Times Higher Education (THE) University Rankings placed the University of Oxford as number 
one in the world for Social Sciences in 2018 and 2019. REF 2014 confirmed Oxford as the UK 
powerhouse for research in the social sciences, accounting for more 4* research than any other 
institution. Our academic and research staff and students are international thought leaders, 
generating new evidence, insights and policy tools with which to address some of the major 
global challenges facing humanity, such as sustainable resource management, poverty and 
forced migration, effective governance and justice. As well as active interdisciplinary links with 
researchers in other divisions at Oxford, we engage and collaborate extensively with other 
universities and a wide range of governmental and non-governmental practitioner communities 
such as law, business, public health and welfare, international development and education 
around the world. The Division has an extensive portfolio of external funders, partners and 
supporters, with competitively-awarded external research income exceeding £50 million per 
year and philanthropic income over £25 million a year. As part of our commitment to equality of 
opportunity, seven of our departments have achieved bronze Athena SWAN awards: 
Economics, Law, Geography & the Environment, Anthropology & Museum Ethnography, Saïd 
Business School, the Blavatnik School of Government and the Oxford Department of 
International Development, with all our other departments either in the process of applying or 
scheduled to do so shortly.  
  
The Division delivers an exceptional range of high-quality educational programmes all 
underpinned by the innovative research being undertaken by our academics. The student body 
is made up of over 2,000 undergraduate students, nearly 3,000 students studying postgraduate 
taught programmes and 1,200 postgraduate research students. The programmes we offer are 
wide-ranging, often interdisciplinary and include professionally-oriented provision in areas such 
as business, law and education. The Division is home to several of Oxford’s most widely 
recognised teaching programmes, such as Philosophy, Politics and Economics (PPE) at 
undergraduate level; and at the Masters level programmes such as the Bachelor in Civil Law 
(BCL), Environmental Change and Management, International Relations, and Social Data 
Science. 
  
For more information, please visit: www.socsci.ox.ac.uk. 

  

http://www.socsci.ox.ac.uk/
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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. Income from external 
research contracts in 2016/17 exceeded £564m and we rank first in the UK for university spin-
outs, with more than 130 companies created to date. 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. 

 

How to apply 

 

The University of Oxford has retained an executive search partner, Minerva, to advise on this 
appointment. For an initial conversation about the role please contact 
oxford@minervasearch.com. 

 

To apply, please send a full curriculum vitae and a covering letter outlining how you meet the 
job description and person specification to oxford@minervasearch.com by 12:00 noon on 6 July 
2021. 

 

Please note, interviews will be held on 2 August 2021 and the intention is to hold in-person 
interviews at our offices in Wellington Square, Oxford. 
 

 

 

 

Information for priority candidates 

A priority candidate is a University employee who is seeking redeployment because they have 
been advised that they are at risk of redundancy, or on grounds of ill-health/disability. Priority 
candidates are issued with a redeployment letter by their employing department(s). 

If you are a priority candidate, please ensure that you attach your redeployment letter to your 
application (or email it to the contact address on the advert if the application form used for the 
vacancy does not allow attachments).  

 

http://www.ox.ac.uk/about/organisation
mailto:oxford@minervasearch.com
mailto:oxford@minervasearch.com
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Important information for candidates 

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: www.admin.ox.ac.uk/councilsec/compliance/gdpr/privacynotices/job/. The University’s Policy 
on Data Protection is available at: 
www.admin.ox.ac.uk/councilsec/compliance/gdpr/universitypolicyondataprotection/.    

 

The University’s policy on retirement 

The University operates an Employer Justified Retirement Age (EJRA) for all academic posts 
and some academic-related posts. The University has adopted an EJRA of 30 September 
before the 69th birthday for all academic and academic-related staff in posts at grade 8 and 
above. The justification for this is explained at: 
www.admin.ox.ac.uk/personnel/end/retirement/acrelretire8+/.  

For existing employees, any employment beyond the retirement age is subject to approval 
through the procedures: www.admin.ox.ac.uk/personnel/end/retirement/acrelretire8+/.  

There is no normal or fixed age at which staff in posts at grades 1–7 have to retire. Staff at 
these grades may elect to retire in accordance with the rules of the applicable pension scheme, 
as may be amended from time to time.  

 

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. 

http://www.admin.ox.ac.uk/councilsec/compliance/gdpr/privacynotices/job/
http://www.admin.ox.ac.uk/councilsec/compliance/gdpr/universitypolicyondataprotection/
http://www.admin.ox.ac.uk/personnel/end/retirement/acrelretire8+/
http://www.admin.ox.ac.uk/personnel/end/retirement/acrelretire8+/
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Benefits of working at the University 

Employee benefits 

University employees enjoy 38 days’ paid holiday, generous pension schemes, travel discounts, 
and a variety of professional development opportunities. Our range of other employee benefits 
and discounts also includes free entry to the Botanic Gardens and University colleges, and 
discounts at University museums. See www.admin.ox.ac.uk/personnel/staffinfo/benefits.  

University Club and sports facilities 

Membership of the University Club is free for all University staff. The University Club offers 
social, sporting, and hospitality facilities. Staff can also use the University Sports Centre on 
Iffley Road at discounted rates, including a fitness centre, powerlifting room, and swimming 
pool. See www.club.ox.ac.uk and www.sport.ox.ac.uk/oxford-university-sports-facilities. 

Information for staff new to Oxford  

If you are relocating to Oxfordshire from overseas or elsewhere in the UK, the University's 
Welcome Service website includes practical information about settling in the area, including 
advice on relocation, accommodation, and local schools. See www.welcome.ox.ac.uk.  
There is also a visa loan scheme to cover the costs of UK visa applications for staff and their 
dependents. See www.admin.ox.ac.uk/personnel/permits/reimburse&loanscheme/.  

Family-friendly benefits 

With one of the most generous family leave schemes in the Higher Education sector, and a 
range of flexible working options, Oxford aims to be a family-friendly employer. We also 
subscribe to My Family Care, 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. See www.admin.ox.ac.uk/personnel/staffinfo/benefits/family/mfc/. 

Childcare  

The University has excellent childcare services, including five University nurseries as well as 
University-supported places at many other private nurseries. 
For full details, including how to apply and the costs, see www.admin.ox.ac.uk/childcare/.  

Disabled staff 

We are committed to supporting members of staff with disabilities or long-term health 
conditions. For further details, including information about how to make contact, in confidence, 
with the University’s Staff Disability Advisor, see www.admin.ox.ac.uk/eop/disab/staff. 

Staff networks 

The University has a number of staff networks including the Oxford Research Staff Society, 
BME staff network, LGBT+ staff network and a disabled staff network. You can find more 
information at www.admin.ox.ac.uk/eop/inpractice/networks/. 

The University of Oxford Newcomers' Club  

The University of Oxford Newcomers' Club is an organisation run by volunteers that aims to 
assist the partners of new staff settle into Oxford, and provides them with an opportunity to 
meet people and make connections in the local area. See www.newcomers.ox.ac.uk.  

 

http://www.admin.ox.ac.uk/personnel/staffinfo/benefits
http://www.club.ox.ac.uk/
http://www.sport.ox.ac.uk/oxford-university-sports-facilities
http://www.welcome.ox.ac.uk/
http://www.admin.ox.ac.uk/personnel/permits/reimburse&loanscheme/
http://www.admin.ox.ac.uk/personnel/staffinfo/benefits/family/mfc/
http://www.admin.ox.ac.uk/childcare/
http://www.admin.ox.ac.uk/eop/disab/staff
http://www.admin.ox.ac.uk/eop/inpractice/networks/
http://www.newcomers.ox.ac.uk/

