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VACANCY
Receptionist
£28,097 p.a. (pay increase pending)
40hrs/wk

We have an exciting position available in our welcoming team of Receptionists, covering both of our college sites.
Our friendly receptionists welcome students, academic staff, conference delegates and Bed & Breakfast visitors.
The shift rota involves working alternating patterns of early and late day shifts including some weekends and bank holidays (night shifts are covered by a contract team).  Early shifts start at 7am and late shifts finish at 10pm (each shift lasts 8 hours).
Applicants will need to be able to demonstrate computer skills and some flexibility with hours of work.  You will be tactful, polite and resourceful and must be able to deal with people at all levels as well as ideally already have recent experience in hospitality reception or in a retail background along with having a steady and friendly character.  You must have good conversational spoken English.

To view the job description and person specification please see separate document link.  
To apply for the role, please email to hr@keble.ox.ac.uk your CV (max 2 pages) together with a brief note as to why you feel you meet our advertised criteria.
In addition to you receiving a competitive salary, we offer:

· 38 days holiday (including bank holidays)
· Discounted annual bus tickets (travel to work)

· Free meals whilst on duty

· Great contribution to university pension scheme

Closing date: 11pm Sunday 20th July 2025 
The College is an equal opportunities employer.

