
      
 
 
 
 
  

Job Description 
______________________________________________________________________

___ 

SAID BUSINESS SCHOOL 

                                     

Job title Housekeeping Assistant  

Division Social Sciences 

Department  Saïd Business School 

Location Egrove Park, Kennington, Oxford, OX1 5NY 

Grade and salary Grade 1: £9 per hour  

Hours Variable hours 

Contract type Fixed term for 1 year 

Reporting to 

 
Housekeeping Supervisor 

 

The role  
 
The accommodation facilities at Egrove Park comprise of 63 bedrooms and support up to 
22,000 guests per year.  The Housekeeping department are responsible for the smooth 
operation, cleanliness and general appearance of the guest accommodation facilities, offices 
and teaching spaces. The Housekeeping assistant is required to provide cleaning services in 
order to maintain the facilities to an excellent standard at all times. 
 
The successful candidate must have a flexible approach to work and be able to work 
collaboratively in a team environment to support the demanding needs required of the role. 

 

Responsibilities  
 
Prepare and arrange executive bedrooms and bathrooms for arriving guests efficiently and to a 
high standard. 
 
Clean the executive bedrooms and bathrooms for residential and departing guests. 
 
Follow the bed linen schedule for changing and making up the beds. 
 
Vacuum cleaning bedroom floors, stairs and corridors. 
 
Re-stocking bedrooms supplies; for example, hospitality tray, toiletries and brochures. 
 
Assisting with the departmental laundry and sending participant laundry to the off-site dry 
cleaning company. 

http://www.admin.ox.ac.uk/personnel/staffinfo/resstaff/hrexcellence/
http://www.admin.ox.ac.uk/eop/gender/athenaswan/
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Cleaning, and resetting lecture and seminar rooms during programme breaks often within a 
tight frame. 
 
Cleaning toilet facilities at regular intervals throughout the day. 
 
Cleaning & vacuum cleaning of communal areas, lounges, bar, dining areas, sports centre, 
offices and reception 
 
Deep cleaning as scheduled, using appropriate chemicals. 
 
 
Selection criteria  

Physically able to undertake the range of duties suggested above. 
 
Confident to respond to requests and enquiries from a diverse range of senior executives, 
academics and staff. 
 
Excellent customer service skills  
 
Previous experience of working collaboratively within a team environment  
 
Have a flexible approach to work and the duties to be carried out 
 
Desirable selection criteria 
 
Previous experience of working in a similar role, in a commercial or hotel setting  
 
An awareness of Health and Safety issues in particular the use of chemicals and correct 
manual handling practice 

  

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, and in providing all of our staff with a welcoming and inclusive 
workplace that supports everyone to develop and do their best work. Recognising that diversity 
is a great strength, and 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 2014/15 exceeded £522.9m and ranked first in the UK for university spin-
outs, with more than 130 spin-off 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   

http://www.ox.ac.uk/about/organisation
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Saïd Business School  
 
Saïd Business School blends the best of new and old. We are a vibrant and innovative business 
school, but yet deeply embedded in an 800 year old world-class university. We create 
programmes and ideas that have global impact.  We educate people for successful business 
careers, and as a community seek to tackle world-scale problems. We deliver cutting-edge 
programmes, including the highly regarded MBA,  Executive MBA, a number of specialist MScs, 
a portfolio of custom and open programmes, and accredited diplomas for executives, and we 
undertake ground-breaking research that transform individuals, organisations, business 
practice, and society. We are an international and outward looking School with our programme 
participants coming from more than 50 countries.  
We seek to be a world-class business school community, embedded in a world-class University, 
tackling world-scale problems. 

 
 
Further information about Saïd Business School is available at www.sbs.oxford.edu 
 

 

Social Sciences  

The School is a department within the Social Sciences Division, one of four academic Divisions 
in the University, each with considerable devolved budgetary and financial authority; and 
responsibility for providing a broad strategic focus across its constituent disciplines. 

The Social Sciences Division represents the largest grouping of social sciences in the UK: 
home to a number of outstanding departments and to the internationally ranked Law Faculty; all 
are committed to research to develop a greater understanding of all aspects of society, from the 
impact of political, legal and economic systems on social and economic welfare to human rights 
and security. That research is disseminated through innovative graduate programmes and 
enhances undergraduate courses. 
 
For more information please visit http://www.socsci.ox.ac.uk/ 
 

Executive Education at Saïd Business School 
 
The School incorporates the Executive Education activities of Oxford University. In recent years 
our Executive Education activities have grown substantially and we are on track to become a 
top 5 global provider of Executive Education. 
 
Rated by the Financial Times in 2014 as the UK’s #1 provider of Executive Education, and 
ranked #10 globally, the School offers two types of executive management programmes: open 
programmes available to managers irrespective of organisation, and custom programmes 
commissioned by organisations for their executives.  The School provides unique learning 
solutions for high profile clients and prides itself on its outstanding customer focus. For more 
information please visit http://www.socsci.ox.ac.uk/ 
 

How to apply 

If you consider that you meet the selection criteria, please submit your application to 
vacancies@sbs.ox.ac.uk.  
 

Applications must consist of the following: 

http://www.sbs.oxford.edu/
http://www.socsci.ox.ac.uk/
http://www.socsci.ox.ac.uk/
mailto:vacancies@sbs.ox.ac.uk
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• a curriculum vitae  

• a covering letter explaining how the candidate meets the eligibility and selection criteria 
(no more than 1-2 pages) 

 
The supporting statement should explain your relevant experience which may have been 
gained in employment, education, or you may have taken time away from these activities in 
order to raise a family, care for a dependant, or travel for example.  Your application will be 
judged solely on the basis of how you demonstrate that that you meet the selection criteria 
outlined above and we are happy to consider evidence of transferable skills or experience 
which you may have gained outside the context of paid employment or education.  
 
Please save all uploaded documents to show your name and the document type.  
 
All applications must be received by midday on the closing date stated in the online 
advertisement.  
 
If you have any further queries, please contact us by telephoning +44 (0) 1865 288504 or by 
emailing vacancies@sbs.ox.ac.uk. 

 

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 departments. 
  
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)  

Important information for candidates 
 

Pre-employment screening 

Please note that the appointment of the successful candidate will be subject to standard pre-
employment screening, as applicable to the post. This will include right-to-work, proof of identity 
and references. 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/.  

 
The University’s policy on retirement 

The University operates an Employer Justified Retirement Age (EJRA) for all academic posts 
and some academic-related posts. From 1 October 2017, 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+/.  

 

mailto:vacancies@sbs.ox.ac.uk
http://www.ox.ac.uk/about/jobs/preemploymentscreening/
http://www.admin.ox.ac.uk/personnel/end/retirement/acrelretire8+/
http://www.admin.ox.ac.uk/personnel/end/retirement/acrelretire8+/
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From 1 October 2017, 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. 

 

Benefits of working at the University 

Training and Development 
A range of training and development opportunities are available at the University. Further 
details can be found at www.ox.ac.uk/staff/working_at_oxford/training_development/index.html. 
 

For research staff only: Support for Research Staff  
There is a particularly wide range of support for career development for research staff. Please 
visit: www.ox.ac.uk/research/support-researchers to find out more. 
 

Pensions 
The University offers generous occupational pension schemes for eligible staff members. 
Further details can be found at www.admin.ox.ac.uk/finance/epp/pensions/pensionspolicy/.  
 

Information for international staff (or those relocating from another part of the UK) 
A wealth of information is available on the University's International Staff website for staff who 
are relocating to Oxford from abroad, at www.admin.ox.ac.uk/personnel/staffinfo/international/. 
 

The University of Oxford Newcomers' Club  
The Newcomers' Club is aimed at helping partners of newly-arrived visiting scholars, graduate 
students and academic members of the University to settle in and to meet people in Oxford. 
 

Transport schemes 
The University offers a range of travel schemes and public transport travel discounts to staff. 
Full details are available at www.admin.ox.ac.uk/estates/ourservices/travel/. 
 
University Club and University Sports Facilities 
The University Club provides social, sporting and hospitality facilities. It incorporates a Club bar, 
a cafe and sporting facilities, including a gym. See www.club.ox.ac.uk for all further details. 
 

University staff can use the University Sports Centre at discounted rates, and have the chance 
to join sports clubs. Please visit www.sport.ox.ac.uk/oxford-university-sports-facilities. 
 

Childcare and Childcare Vouchers 
The University offers quality childcare provision services at affordable prices to its employees. 
For full details about the services offered, please visit www.admin.ox.ac.uk/childcare/. NB: Due 
to the high demand for the University’s nursery places there is a long waiting list. 
 

The University also offers nursery fee payment schemes to eligible staff as an opportunity to 
save tax and national insurance on childcare costs. Please visit www.admin.ox.ac.uk/childcare.  

http://www.ox.ac.uk/staff/working_at_oxford/training_development/index.html
https://www.ox.ac.uk/research/support-researchers?wssl=1
http://www.admin.ox.ac.uk/finance/epp/pensions/pensionspolicy/
http://www.admin.ox.ac.uk/personnel/staffinfo/international/
http://www.admin.ox.ac.uk/estates/ourservices/travel/
http://www.club.ox.ac.uk/
http://www.sport.ox.ac.uk/oxford-university-sports-facilities
http://www.admin.ox.ac.uk/childcare/
http://www.admin.ox.ac.uk/childcare
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Disabled staff 
The University is committed to supporting members of staff with a disability or long-term health 
condition and has a dedicated Staff Disability Advisor. Please visit 
www.admin.ox.ac.uk/eop/disab/staff for further details. 
 

BUPA - Eduhealth 
Bupa Eduhealth Essentials private medical insurance offers special rates for University of 
Oxford staff and their families www.eduhealth.co.uk/mini-site/. 
 

All other benefits 
For other benefits, such as free entry to colleges, the Botanic Gardens and staff discounts 
offered by third party companies, please see www.admin.ox.ac.uk/personnel/staffinfo/benefits/. 
 

http://www.admin.ox.ac.uk/eop/disab/staff
http://www.eduhealth.co.uk/mini-site/
http://www.admin.ox.ac.uk/personnel/staffinfo/benefits/

