UNIVERSITY OF OXFORD
Social SciencesDivision

DEPARTMENT OF INTERNATIONAL DEVELOPMENT
QueenElizabeth House

REFUGEE STUDIESCENTRE

Part-time Information Manager, Forced Migration Online
(Ref: VG-08-018)

Grade 6: Salary £24,403 D£29,138 p.a. pro-rata

The Dertment of Internaional Develbpment(also known as Qeen Elizabdt Housg acts
as tke hub br the studyof developmentin Oxford Universty, and proudeslinks to all the
major fields of study which bear on the subject. It is also the centre of aworldwide
network of scholes andpractitioners in developing countriesmany of wham hawe been
visitors to the Department.

The Department comprises a core of some twenty University academic staff engaged in
teaching and research together with thirty further iesearch staffnembers working in
several major research centres, including the Refugee Studies Centre, the International
Migration Instiute (jantly with the Janes Martin School), Internanal Gencer Studies,
the Young lives projecttheCertre for Researi on Inequaity, Human Securityand
Ethnicity, and the Sanjaya Lall Programne for Technologyand Managment for
Developnernt. These prgrammes produce aange of reseech publicatiors, lectures,
workshops ad seninars. They alsoprovidefacilities underwhich alarge number of
visitorsfrom deweloping countriescome to the department to follow their own courses of
study.

The department has abou 180 gradate studerts reading for th two year

MPhil in Development Studies, the MSc. in Forced Migration and the MSc. in Economics
for Development (jointly with the Dept of Economics) and the MSc in Global Governance
and Diplanagy. The Foregn Service Programmeis ako responsie for the Cerficateand
the Postgraduate Diploma in Diplomatic Studies. The department currently has about 60
students pursuing doctoral research in development studis on topics that requirean
interdisciplinary approach ormethodology. Further information about the departient can
be found athttp://www.geh.ox.ac.uk/ .

Further infomation abaut the courses candsfound at:
www.admin.ox.ac.uk/post@duate/caz/deve.shtml

Introd uction

The Refugee Studies Centre, Department of International Development, Queen Elizabeth
House is seeking termploy an Infornation Marager.



About the Refugee Stdies Centre (RE)

The RSC is amultidisciplinary teaching and research centre which forms a part of the
Universty of OxfordO®epartnent of Internatimal Developmert. Estblished in 198, it
has won an inérnational reputationas theeadng cente for researchandteaching on
forcedmigration, wark which enmbracesa commitment to improving the lives and
circumstarces of forcednigrarts. In recogition of its cortribution, the RSC was avarded
a Queers Anniversary Prize for Hgher and Frther Educdbn. The RSC&objetives are:

Ressarch: to carry out multidisciplinary research includingpolicy-relevant work onthe
causesnd consequers of forcednigration with theenphasis on undestandng the
experience of forced migration from the point of view of affected peoples.

Teaching: to provide taught andesearch degrees as @l as short ssame coursesand
weelend workshops fo studerts, regarcters,policy makersand pactitioners in tte field
of forcedmigraion.

Dissemination: to present documentation and information for researchers, practitioners
and the public andto devebp forafor the disaission of research and ly issues affeing
refugeesand other forog migrants.

International Cooperation and Capacity Building: to work aongside academic
institutions and networks focusing on issues of forced migration, helping to srengthen their
research and teaching capacity.

Forced Migration Online (FMO)

Based at the RSC, Forced Migration Online (http://www.forcedmigrationorg) is a Web-
based pdal providing extensive schiarly resources on té situagion of forcedmigrarts
worldwide. Launched in 2002 with funding from the Andrew W Mellon Foundation and
currenty sypportedmainly by the Department for Internatio Development (DFID), it is
freely available and is used by academics, researchers and students, as well as by policy
makers andpracttioners. On averag, here ae sane 22,000 dfferent vsitors b the
webste eachmonth,and it receives about 18,00 hits ger day. AlthoughFMO isused ly
peopleall over the world, thelargest group ofisers is bsed in the UK.

FMO contains a laye unque andcorstantly expanding clbection of resouces reltedto
human dspla@ment around the world. It includes a digal repositoryof over 220,000
pages of full-text documents (nanyof themrare and unpublished) anddk runs of five
leading aca@mic journals in the field of forced migration. L also comainsan orgarzations
diredory, phobs, viceos, podcastsand specidy commissiored trematicand geograghic
research guides.

The Post

This isan exdlent oppatunity to work as partfoa buy teamin a wald-renowned catre
at Oxford. The poss diversechallenging ad offers excitingpotential for the right
canddate. The Information Managr will be part of a four-persn tean and one of tvo
people working on cdent ssues. Following subsantial technical enhancenens to the
FMO websitg the team is looking toexpand itscolledion of resairces. Sane of these will
be souced fran the RSCOs owiibraryin Oxford, others will besourcedfrom partners
around tle world. The Infomation Manage will play akey role in the selection of



materials, writing suppating tex, ard other @cision-making in cortentissues relatetb
forced migration. This will involve writing and editing website content, communicating
with partrers and suporting thetean(3 fund-raishg activties.

The Infomation Manager will be responsble tothe MO Diredor.

Main duties and responsibilities

The Information Manager will have the following responsibilities:

Coordinate the identification, selection and collation of contemfor FMO, includng
doamerns, imagesand reseaftgudes. Ths will require liaising with academics,
international organizations, NGOs ad librarians.

Commissioning and editing of @esearch guidesOfor inclusion in FMO. This will
involve identifying and liaising with authors and managing the work they have been
contracted by FMO to write.

Make editorial judgements abou documerts, pubished andunpublished, and
determine with they are suitable for inclusion as resources on FMO.

Manage the copyright clearance process for FMO and ensure that the correct
copyright procedures arfollowed. This will involve managng the databasefor
copyright clearane systan, contactingrights holdes, keepng records of naterials
clearel andfeedng the information into tke digtization workflow.

Updatethe FMO websiteand blogas rejuiredand replyto email queries and
conduct other communications arequiral on behaf of the FMO team

Create catal ogue records, and edit those of others, for the FM O repository, the
multi mediacatabgue ard the orgnizations direary of FMO.

Liase with pojed partner organkations by phone aneémail around the wdd in
order b co-ordinatethe collection andddiv ery of docunents and t@lear ©pyright
with the recessaryorganizations.

Cary out docunent pregaration priorto digtization. This wll involve cataloguing,
bar-coding,packingandposting deuments to aur scaning services sugpliers.

Cary out scaning of smaller dauments and images, usig in-house scanning
equipmentandadding rewly digitized contentto the FMO digitalibrary.

Assist oher tean members in tleir fundraising actwvities, including research
sources and helping to draft funding proposals as well as reports.

Attending meetings ad publicity events orbehalf of FMO.

Any other dutis deered appropriate byhe Managment.



Qualifications and experience

The candidate should ideally have:

I Excelent writing and editing skills in English.

I A first degree or equivalent in a socia science discipline.

I Same knowledg andor experience of academic researctand publications

I An undersanding of keyforcedmigration isses.

I Ability to make judgements and assess the relevance and quality of publications
I Experiertein managing databesesand sprealsheds.

I Ability to work well under pressure.

I Excellent communication and inter-personal skills.

I Ability to work independently as well as part of ateam

I Practised organizationa sKills and ability to prioritize.

I An undersanding of copright, preferaby} with of the copyright clearance process.
I Cataloguing experience for the web.

I Ability to rea/writein at leat one languag other than Endjsh.

Conditions of Employment

This isa 50% time, Grade6 (salay £24,403 b £2938 p.apro-rab) post, b stat as soon
as possibleand tereble for oneyear. If you ae gppointed at a salary below the top of the
standard range, your salary will automatically be increased each year until you have
reached the top point. Increases beyond this point may be available in certain cases. There
is also aramual Gost-of-livingO salargeview, which nomally takes place in sumer ead
year.

Theappointee will beentitled to 38 days (prorata) of annualeave (his figure of 38
includes 8 public holidys). The actual dtribution of annual holidys, exluding the
public holidays, is @ detailel in the relewant Staff Handbook
(http://www.admin.ox.ac uk/pgstef/handbodks/).

This appointment will be subject to satisfactory completion of an initial probationary
period of9 months, with amid-way review, during which the appointment may be
terminated by one month@ notice on either side. Following the successful completion of
the probationary period the period of notice would be three months.

Thepostis pensiomble and the posthoter eligible for membership of the Universities
Superannuation Schae (USS), a ontributory scheme to whichmemberscurrentlypay
6.35 per cenof annal salary. Subjectto the University's Staemert of Pensions Blicy,
which will be issued tothe succesful canddate, the appantee will be deenedto bein
membership of USS untilsuchtime as he or shgives rotice in witing to exercise theright
not to be amember of the scheme. Members of saff are required to retire not later than the
30 September preceding their 66th birthday unless they can demonstrate a vested interest as
defined in the Unversty's satutes inretirement at 67.

The University operates a no-smoking policy in dl its buildings.



Working for the University of Oxford

The Universityhas sevet subsdised nursesgs pr under-fives, a hatiay playschene and
tax and national insurarce sa&ings sclemes. For futher infomation look atthe childcare
webste (www.adnin.ox.ac.uk/ep/child) or email childcare@adanin.ox.ac.uk. lfyou
not have web access, please write to Equal Opportunities, University of Oxford, University
Offices, Welington Saqiare, ford OX1 2JD.

As well as providing childcare facilities, the University has generous maternity, paternity
andadopton leave schemes to helpnew parerts on its stéf.

The University runs a programme of in-house training and staff development activities.

The University offers an interest-free season ticket loan scheme for bus or train season
tickets. Annual @msses folOxford Bus Caonpanyroutesareavailable at dscountal rates.

All University staff can use the study facilities provided by the University libraries and
museuns; join the University Club, a sports and sociglub which has itsown bar, caf and
reading room; and make use of the University Sports Complex and the Pulse fitness centre.

A number of discounts are available to University staff with various companies, please see
the staff besfits handbaok (www.admn.ox.ac.k/psktaff/benefits/)

The rang of benefits is continuouslyreviewedand exten@d. For further iformation see:
www.admin.ox.ac.uk/ps/staff/mefits/

How to apply

Applications, clearly marked with reference nunber VG-08-018and including a
detil ed curriculum vitae, coering letter, and nrames andcortact details btwo referees
(please sedbelow), should be serio:

The Administraor

Departnent of Internatonal Development
University of Oxford

3 Mansfield Road

Oxford OX1 3TB

Tel: 01865 281805

Fax: 01865281801

Email recruitment@geh.ox.ac.uk

Please do not send reference letters or any additional documents, other thanthe
requested material, with your initial app lication.

Email applications are acceptabl e (please send these to the address above). Thereis no
need to send hard copyin addition to an email application.



Applicatons should beeceived no later tn12 noon on Friday 31 October 2008.

It is expected that interviews will take place during the week beginnirg 17 November
2008.

Applicarts should irclude their daytime telephore number ard thenames andaddreses of
two persons to hom reference may bemade. The University will assume that it isfree
to approach referees a any stage unlessthe candidate® application stipulates
otherwi se (i.e.candidateswho wish a referee or referees to be approachednly with
their specific permission and/or if they are being called for interview on the final short
list or arein receipt of a condtional offer, are asked to state such requirements
explicitly alongside their details of the relevant referee(s)). At least one of hose nared
as areferee should have direct experience of the candidate@® work, either as amanager or
through a sstained priod of professionainteraction, and ideally at least one should be a
formal line manager a the most recent employer. It would be hipful if candidate wuld
indicate the capacity in which their referees have gained knowledge of their work.

Any gppointment will be subjectto (i) the retirn of a canpleted medical questionnaire
which isacceptalle to the Uniwversity, (ii) the provison of original documentation which
indicates yur right to workin the K.

The University reserves the right to screen individuals for employment. Any such
screening would be discussed with an individua in advance of it taking place.

Equal Opportunities Statement

As an Equal @portunityenployer,we posiively encourag applications fron people of
differentbackgrounds.All our jobsare filled in line with our equal oppottunitiescode of
practce, which lelps ismake surethat men andwomen, people of different iligions or
beliefs, racial groups, and those with disabilities are al treated fairly.

Policy Satement

The policy and practice of the University of Oxford require that all staff are afforded equal
opportunities withi employment and thatentry into enployment with the University and
progression within employment will be determined only by personal merit and the
application of criteriawhich are related to the duties of each particular post and the relevant
salary structure. In dl cases, ability to perform the job will be the primary consideration.
Sulject b stautory provsions, noapplicantor member of staff will be treated less
favourablythan another becaise of his or her se marital or civil partnership statusezual
orientationreligion or lelief, racid group or disabiity.

If you have any questions about equal opportunities at the University of Oxford, please
visit our web die atwww.admin.oxac.uk/eop



Data protection

All data supplied byapplicants will be ugd only for the purpses of detenining their
suitability for the post, and will be held in accordance with the principles of the Data
Praection Act 1998 andthe University's DataProtection Polig.



