
 

 
Oxford Hub Programmes Officer 

 
The Oxford Hub Programmes Officer will be responsible for championing and delivering Oxford 
Hub’s programmes in the local community, in particular leading on some of our community 
volunteering projects across Oxford City and focusing on outreach activities.  
 

Line manager: Oxford Hub Programmes Manager | Salary: £20,000 - £22,000 depending on 

experience | Duration: Fixed term contract from the beginning of September to end of May 

(start and end dates negotiable) | Hours: Full time, 37.5 hours per week (with flexible working 

arrangements) 
 
Programme Delivery 
 
The Programmes Officer will be responsible for innovating and growing several placement and 
volunteering programmes, including, but not limited to: 
 

● FELLOW: we offer free English language 
lessons to refugees and new migrants. 
They are an opportunity to learn 
language skills, make new friendships 
and build connections. This is a growing 
programme with over 100 learners 
benefiting from classes and one-to-one 
conversation lessons every year.  

 
● LinkAges: through our work in the community we support older people to connect in 

their communities. We have different opportunities design to tackle loneliness and build 
new friendships. This includes IT classes and a new befriending scheme run in 
partnership with Age UK Oxfordshire.  

 
As part of your job, you will also lead on communications, marketing and outreach. This 
includes:  
 

● Social media marketing and campaigns - working with volunteers and the wider 
Oxford Hub staff team.  

● Organising outreach opportunities - for example attending events, organising 
opportunities with local employers and engaging with relevant fairs.  

 
 
 

 



 

Oxford Hub Staff Team 
 
Beyond your role, Programmes Officers are part of the wider Oxford Hub team, and as such are 
expected to: 
 

● Attend weekly team meetings. 
● Support other members of the team in their roles e.g. 

through supporting training sessions or recruitment 
events. 

● Deal with all matters sensitively and discreetly at all 
times abiding by relevant confidentiality and data 
protection policies. 

● Share and develop best practice with other members 
of the Oxford Hub team and partners. 

● Undertake any other reasonable duties and 
responsibilities as may be reasonably expected as 
part of this role. 
 

 
Person Specification 
 
We’re looking for someone with some relevant 
experience, a passion for social action and lots of 
potential. The successful candidate will have the energy 
to drive forward Oxford Hub programmes combined with 
the right personality to build relationships with a wide 
range of different stakeholders. They will be committed to 
the role for a full year, and dedicated to pursuing a 
socially-impactful career.  
 
We’re looking for someone who has: 
 

● A confident, can-do and proactive attitude. 
● A persuasive enthusiasm for social action and education. 
● Strong organisational skills and good attention to detail. 
● Excellent interpersonal skills and ability to communicate appropriately with people at all 

levels, motivate students and build relationships. 
● Ability to work well within a team or independently, and to work well under pressure. 
● A flexible approach combining energy, enthusiasm and a willingness to learn. 

 
 
 

 



 

 
 
Application Process 
 
To apply, please send a CV and a cover letter (no more than one page) to 
emma@oxfordhub.org.  
Please detail your relevant skills and experience that make you a good fit for the role.  
 
We will be reviewing the first round of applications on Friday 16th August, with first round of 
interviews on the 19th of August. If we don’t appoint on the first round, we will review applications 
weekly on Fridays, with interviews on the following Monday.  
 
We’re looking forward to hearing from candidates who have the passion and commitment to 
launch new programmes. If you wish to discuss the role, please contact Emma Anderson at 
emma@oxfordhub.org to arrange a call. 
 
If you want to find out more about working at the Oxford Hub, you can read this blog by Deputy 
Director Emma Anderson.  
 
Oxford Hub does not discriminate in employment matters on the basis of race, colour, religion, gender, national 
origin, age, military service eligibility, veteran status, sexual orientation, marital status, disability, or any other 
protected class. We believe that diversity in the workplace creates dynamic, relevant organisations, fostering 
spaces for innovation and creativity. 

 

https://blog.oxfordhub.org/11-reasons-why-you-should-work-at-the-oxford-hub-11acdea1b15a

