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ST JOHN’S COLLEGE

CAMBRIDGE
________________________________

Further particulars for the position of 

Admissions Office Research Intern
Requirement

St John’s College is looking to appoint an Admissions Office Research Intern to contribute to strategic innovations in the development of Admissions policy and practice. The particular task will involve coordinating a shadow subject moderation process in both de-selection and selection for interview under the supervision of the Senior and Admissions Tutors, supported by the Admissions Tutors’ Assistant. 
St John’s College
St. John’s College was founded in 1511 by Lady Margaret Beaufort, the mother of King Henry VII.  It is one of the oldest of the University Colleges and is the largest College in terms of grounds and third in size, having some 530 undergraduate and 300 post-graduate students and around 135 Fellows covering the complete range of academic disciplines.  The charitable purposes of the College are the advancement of education, religion, learning and research. The College is currently able to accommodate all its students in College and nearby hostels and houses.  All Fellows have a study in College and some 30 are fully resident in College.  Additionally, the College employs some 250 Assistant Staff.  The College is a very diverse community with 16% of its undergraduates and 54% of its graduates coming from overseas.

College Aims: The College’s statutory aims are the promotion of education, religion, learning and research.

Department Aims: The Admissions Office Department aims are:

· To attract a large field of outstanding candidates of a standard suitable for admission

· To ensure that applicants are drawn from a wide range of social, school and national backgrounds

· To ensure that the assessment procedure is operated fairly for applicants
· To ensure that the assessment procedure is operated efficiently for those taking part in admissions
decisions

Further information on the College can be found on the College website www.joh.cam.ac.uk
Job title: 

Admissions Office Research Intern
Department: 

Admissions Office 
Responsible to: 
Admissions Tutor and Senior Tutor 
Principal Responsibilities and Duties:

In order to fulfil the Admissions Strategy Group’s objectives and recommendations, the post holder is required to undertake a critical experimental project that seeks to evaluate different aspects of a subject moderation process. In seeking to attract and select more outstanding applicants, the shadow subject moderation project will require the post holder to: 

a) 
identify the relative strengths of candidates within each subject;
b) 
compare the relative quality of candidates across different subjects; 

c) 
assess the relative standing of our candidates and those applying to other Colleges.
1. The postholder will undertake assessment of costs and benefits of subject moderation in the following areas:
a)
reducing the number of interviews 
b)
identifying and spending more time per interview on the most suitable candidates  

c) 
comparing the relative quality of candidates and possible transfer of places across 
subjects 
d) 
evaluating the impacts of a qualitative and quantitative review of our candidates relative to that of other Colleges.

2. In order to ensure that the College is able to review its strategic admissions policy and 
procedures and implement improvements the postholder is also required to:

a) Undertake report writing and analysis on the subject moderation project that will support related development work within the admissions office
b) perform analyses of the College’s admissions data, examination performance data, and other student data by extracting data from places such as the CamSIS database, 
publications and reports previously produced

c) work closely with the Admissions Tutor and Senior Tutor in the production of reports and documentation. Research background and factual information for the reports and 
documents and provide underlying evidence.
3. The postholder may be required to make in-house presentations of their data analyses or suggested operational system improvements to members of the College.
4. The postholder is required to contribute to any other projects and activities or administrative and secretarial work within the Admissions Office or any activities in support of the Senior Tutor’s Office as directed by the Admissions Tutor. The list includes the principal accountabilities of the role but is not exhaustive.  Other relevant duties may be specified by the Senior Tutor, the Admissions Tutor’s Assistant or Access Officer from time to time.
Resources Managed / Facts and Figures:

· Constant use of the following software: Excel; Word; Outlook; Access; CamSIS 
Decision-making:

· Decides on the appropriate format for data analysis and reports written
· Decides on the appropriate format and content for publicity material, documents and publications
Person Specification

Qualifications, Knowledge and Experience:

· Degree level education or equivalent, with an appreciation of the organisation and operations of the higher education institution
· A high level of writing and an outstanding writing style for publications, reports and documents is essential
· A background in statistical methods is desirable (e.g. Excel, SPSS), knowledge of programming and web design is useful, but training is available and willingness to undertake training is essential
· In addition, the post-holder will need to have the ability to undertake in-house training on other software packages

Skills, Abilities and Competencies: 

· Computer literacy is essential
· Good communication skills (including writing, verbal and editing)
· Attention to detail (including writings and numbers) is essential
· Numerate, willingness to learn new tasks, and should be tactful and able to use discretion at all times
· The ability to demonstrate initiative and to work with limited supervision at all times
· Friendly disposition
Terms and Conditions

Length of post: 

This is a fixed term post ending 28 February 2014 
Salary: 
Grade 4: 

£18,443-20,557 pa (pro rata)
Hours of work:
 
36.25 hours per week 
Location: 

The role is based in Cambridge
Other benefits (not all contractual) include:

· Free lunch in the College’s Buttery Dining Room (subject to a monetary limit);

· Free car parking close to the College (subject to availability);

· Annual leave of 36 working days (including Bank Holidays) pro rata; 

The appointment will be subject to an initial probationary period of three months during which the appointment may be terminated by one week’s notice on either side.  Following the successful completion of the probationary period, the period of notice would be one month on either side. 

Recruitment Process
Please include in your application:

· A completed application form

· A brief covering letter summarising why you believe yourself to be suitable for the role and why the role appeals to you;

· A full CV;

· Names and contact details of two referees who know you in a professional capacity.

Applications should be sent:
by email to: recruitment@joh.cam.ac.uk or 
by post to: Jane Jones, HR Officer, St John’s College, Cambridge, CB2 1TP 
to arrive no later than noon on Friday 13 September 2013.
It is proposed that interviews will take place during the week commencing 23 September 2013 with the successful candidate taking up the appointment as soon as possible.
We will contact you if you are selected to attend an interview. For those not selected may we take this opportunity to thank you for your interest in this post. 

Information provided will be treated as confidential and processed in accordance with the College’s Data Protection Policy a copy of which may be obtained from the Domestic Bursar’s Office, St John’s College, Cambridge CB2 1TP.
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