
 
 
Job Description  
 
An exciting opportunity for an Administrator to join the Digital Education Futures Initiative 
team at Hughes Hall.   
 

Job Title DEFI Team Administrator – Part Time 
Location Hughes Hall, Cambridge CB1 2EW 
Reporting to DEFI Director – Dr Kevin Martin 
Contract Type Permanent, subject to a continuing funding stream  
Probation Period Six months 
Salary Range £31,396 FTE (SP 36) 
Hours of Work 18.75 hours per week (Monday to Friday) 

Blend of office and home-working; pattern to be agreed. 
Annual Leave Annual paid leave of 25 days plus public holidays.   Adjusted pro 

rata for part time hours. 
Pension Eligibility The College offers membership of a contributory pension 

scheme with matched employer contributions up to 8%. 
Mental Health Peer 
Support Programme 

All staff members have access to the College’s Mental Health 
Peer Support Programme, supporting Mind’s Mentally Healthy 
Universities initiative 

Additional Benefits • Medicash healthcare plan (https://www.medicash.org/) 
• Free lunches on working days 
• Free Life Assurance cover 
• Enhanced sick pay 
• Cycle purchase scheme 
• Annual season ticket loan 
• Free on-site car parking (subject to availability) 

  
The University of Cambridge’s oldest graduate college, Hughes Hall bears the name of its 
founding Principal, Elizabeth Phillips Hughes. Established in 1885 as a women-only teaching 
College, we now accept postgraduate students and mature undergraduates in all areas of 
study and research, offering scholarships and bursaries targeted at new and continuing 
students.  
 
We are one of the most international colleges, bridging the academic and external worlds, 
with an open and informal atmosphere. A distinctive aspect of college life at Hughes Hall is 
an egalitarian culture where interaction and engagement between the senior membership 
and students is open and encouraged; and everyone is allowed to walk on the grass!  
 

https://www.mind.org.uk/workplace/working-with-universities/
https://www.mind.org.uk/workplace/working-with-universities/
https://www.medicash.org/


A dynamic and progressive College, we have 56 Governing Body Fellows, 219 further Senior 
Members from all walks of life, 874 full- and part-time postgraduates and 177 mature 
undergraduates from more than 80 countries. Particularly distinctive is our “Bridge Fellows” 
programme, which brings a diverse group of outstanding individuals from outside the 
University into our Fellowship as full members of Governing Body. An oasis of calm and 
quiet near the busy city centre, we provide a relaxing yet stimulating environment for study 
and research. Hughes Hall is situated alongside Fenner’s Cricket Ground, just off the 
cosmopolitan Mill Road.  
 
We are focused on being an intellectual force at the centre of the University, concentrating 
on translating research into impact and inter-disciplinary collaboration. We have strengths 
in five subject areas, broadly in the Sciences and Social Sciences, where collaboration 
between the academic and wider worlds thrives: Physical Sciences, Engineering and 
Mathematics; Life Sciences; Business and Economics; Education and Social Sciences; and 
Law. We have world-leaders in each of these fields developing dynamic communities of 
interest within the College, with a reach far beyond our boundaries.  
 
A determination to change the world for the better is realised through our Bridge initiative 
which leverages the College’s multidisciplinary perspective, international nature, and 
external focus to help turn brilliant ideas into lasting change. The Bridge at Hughes Hall 
helps researchers build relevant skills and enables networking and matchmaking between 
our academic community and external partners. It is structured around four themes, in 
various stages of development, through which we aspire to have impact on societies and 
engage our students: Global Health; The Future of Education; Environment and Energy; and 
Artificial Intelligence and Big Data. The Bridge also supports our centres: the Centre for 
Climate Change Engagement, Oracy Cambridge, Cambridge Governance Labs, and the 
Cambridge Centre for Digital Innovation.  
 
These hubs of academic and professional innovation are having a wide-reaching influence, 
drawing global attention to Hughes Hall, and are one aspect of a large, vibrant, friendly, and 
ambitious community dedicated to supporting one another in the pursuit of excellence, 
using academic learning to bring about real change and growth in the world.  
 
Our website contains further information about our history, people, work, and values.  
 
Digital Education Futures Initiative (DEFI) 
 
The Digital Education Futures Initiative (DEFI) is a translational research centre based at 
Hughes Hall. It explores the field of possibilities that digital technology opens for education. 
Since its founding in 2020 it has positioned itself as a significant and respected voice 
contributing to shaping the future of the Digital Education space.  This is achieved through a 
combination of research and thought leadership projects for prestigious organisations 
globally as well as carrying out our own research when capacity allows. We have a particular 
specialism in horizon scanning and future scoping activities. Regular in-person and online 
events enable the initiative to engage with an even wider international audience. Further 
information is available at: www.deficambridge.org.  
 
We are now in a position where we need a Team Administrator to enable us to achieve all 
the exciting projects we are winning.  They will join a team which currently includes: the 

https://www.hughes.cam.ac.uk/academic/the-bridge
https://www.hughes.cam.ac.uk/academic/the-bridge/bridge-centres/
https://www.hughes.cam.ac.uk/
http://www.deficambridge.org/


Director, Head of Research, Futures Lead, Assessment Lead and Comms & Events/Network 
and Communities Manager.  
 
Job Purpose 
 
The Team Administrator will report to the Managing Director of DEFI and will provide 
administrative support, contributing to the efficient and effective working of the DEFI team.  
DEFI is looking for a creative thinker and problem-solver comfortable working in a fast paced 
environment.  Primary area of accountability for this position include: 
 
DEFI Governance Support 
 

• Provide professional support for DEFI activities, including minute-taking for DEFI 
Governance meetings (including the Oversight Committee Meetings, Advisory Board 
meetings, and Steering Group meetings), and ensuring these are circulated and that 
actions are tracked and followed up as appropriate. 

• With the support of the DEFI Team, draft meeting agendas for Oversight Committee 
and Steering group meetings. 

• Circulate papers/agendas for relevant DEFI meetings. 
• Manage and update DEFI papers in support of regular governance meetings. 

 
General Administration support 
 

• Provide diary management including keeping the DEFI Schedule spread sheet 
updated for the DEFI team and respond to requests and queries as required. 

• Check team availability and set up meetings for all DEFI projects and inquiries.  
• Provide support for team networking activities and assist in the preparation and 

delivery of key events. 
 
Network and Communities support 
 

• With the support of the Networks and Communities Manager, provide a professional 
point of contact for all first enquiries to the DEFI website and e mail box and support 
their development by responding to enquiries and requests or forwarding to the best 
person to follow up. 

• With support of Networks and Communities Manager, maintain the contact 
database, updating and adding new contacts as necessary eg from the website sign 
up form or after events. 

• Working with the Network and Communities Manager on in-person, hybrid and on-
line events including using the Customer Relationship Management platform GlueUp 

• Administration, liaison with Hughes Hall and support for onboarding of senior 
stakeholders (e.g. STRIX scholars, external speakers, experts in Futures projects) 
involved in DEFI projects or events (taxis, directions, briefing, where to stay/eat, help 
with paperwork) 

• Work with the Network and Communities Manager to coordinate and organise 
internal and external events with support of the DEFI team. This would typically 
include setting up, providing administrative support, attending the event and 



supporting the follow-up eg editing videos of events and uploading to YouTube or 
similar. Familiarity with this type of work would be useful. 
 

Communications Support 
 

• Work with the Network and Communities Manager to update the DEFI website and 
events pages as required. 

• Work with the Network and Communities Manager to prepare and post social media 
content to promote events, new outputs etc. as required. 

• Maintain oversight of the DEFI Communications strategy and instigate activities 
where necessary in collaboration with the Network and Communities Manager. 

• Upload content to the DEFI website as required. 
• Utilise communication tools to support the communication objectives, such as 

GlueUp, Zoom, Social Media platforms etc. 
• Provide basic monitoring of media impact of SM and communication campaigns and 

work with the DEFI team to implement any improvements. 
• Provide support with formatting of documents and papers in line with the DEFI 

brand guidelines.  
• Provide copyediting and proofreading support as required. 
• Provide support for team networking activities and assist in the preparation and 

delivery of key events. 
 
Research and Project Support 
 

• Provide administration and day to day support for recruitment eg for Innovation Lab 
• Provide support for recruitment of volunteers for Innovation Lab research projects 
• Help managing volunteers in large ongoing Innovation Lab projects 
• Day to day management of project plans in ongoing projects  - sending reminders, 

reviewing dates and reworking project plan as needed, escalating emerging issues as 
needed 

• If time allows, provide assistance with literature reviews (working on the early stages 
of filtering alongside DEFI team)  

   
 
The above is not an exhaustive list of duties. The post-holder may be asked to take on 
different tasks as required. All employees are expected to work collaboratively to support 
the overall work of the Centre and College. The Team Administrator will be required to work 
on site but may also work for part of the week remotely. Working pattern to be agreed with 
Managing Director. 

 



The above is not an exhaustive list of duties. The post-holder may be asked to take on 
different tasks as required, and all employees are expected to work collaboratively to support 
the overall work of the College. 
 
Person specification 
 

 Essential Desirable 
Education and Qualifications   
   
Educated at least to Level 3 (e.g. A-levels, NVQ, BTEC) standard or 
equivalent 

 Business 
degree or 
business 
related 

NVQ 
   
Experience   
   
At least one year’s work experience in a secretarial/administrative post 
or similar 

  

   
Database or data-entry experience    
   
Preparation of social media or online content    
   
Knowledge and skills   
   
Use of standard software packages e.g. Word, Excel, Access and 
Outlook, with the ability to learn new software  

  

   
Accuracy and attention to detail   
   
Excellent communication & interpersonal skills   
   
Excellent organisational and time management skills    
   
Self-motivated, constructive with an ability to take the initiative   
   
Strong team player with collaborative, flexible approach to work but 
with an ability to work independently as appropriate 

  

   
Interest in education, particularly digital education.   
   

 
 
All staff at Hughes Hall are expected to engage in continuing professional development, to 
comply with the data protection legislation and to comply with College’s Staff Handbook, 
Health & Safety Policy, and all relevant procedures. 
 
 



Screening Check Requirements 
The College has a legal responsibility to ensure that all its employees have the legal right to 
live and work in the UK.  Any offer of employment will be subject to the College verifying 
that you are eligible to work in the UK before you start work. 
 
If you are invited to interview, you will be asked to bring original documents from List A or 
List B (below) and a copy will be taken; alternatively, if you hold a 'digital immigration 
status', your Share Code will be required to access this status online. 
 

• List A: Documents/statuses which denote an unrestricted and unlimited right to 
work in the UK 

• List B: Documents/statuses which denote a temporary and/or restricted right 
to work in the UK 

 
Application Process 
To submit an application for this vacancy, please complete the job application form and 
include a covering letter outlining how you meet the job description and person 
specification.   

You are also encouraged to complete the College’s Equality and Diversity Form.  Hughes Hall 
values diversity and is committed to ensuring equality of opportunity. The College welcomes 
expressions of interest and applications from candidates from all communities and a 
diversity of backgrounds. 

All documentation should be emailed to hr@hughes.cam.ac.uk.  
 
The closing date for applications is 1 April 2024 at 5pm (GMT). Interviews will be held at 
Hughes Hall, Cambridge week commencing 15th April.  
 
Data Protection 
Any information given will be processed for employment selection and statistical purposes. 
To understand how your personal data will be processed during the application process, 
please see the Data Protection Statement for Job Applicants.   
 
For an informal discussion about the post, please contact DEFI Networks and Communities 
Manager Jude Hannam at jhh51@hughes.cam.ac.uk.. If you have any questions about the 
application process, please contact the HR Manager on hr@hughes.cam.ac.uk. 
 

https://www.gov.uk/prove-right-to-work
https://www.jobs.cam.ac.uk/right/lista.html
https://www.jobs.cam.ac.uk/right/lista.html
https://www.jobs.cam.ac.uk/right/listb.html
https://www.jobs.cam.ac.uk/right/listb.html
mailto:hr@hughes.cam.ac.uk
https://www.hughes.cam.ac.uk/wp-content/uploads/2021/07/Hughes-Hall-DPS-Job-Applicants-Staff-Fellows.pdf
mailto:hr@hughes.cam.ac.uk
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