
                 

 

Changing Character of War Centre 
Job Opportunity: Research and Administrative Assistant 

Job Title 

Research and Administrative Assistant: From Conflict Actors to Architects of Peace: Promoting Security and 

Development across Borders  

 

Location 

You will be employed by Pembroke College, St Aldates, OX1 1DW. You will have a desk in the CCW office in 

Pembroke College. You will be expected to attend meetings in the Department of Politics and International 

Relations, Manor Road Building, Manor Road, OX1 3UQ 

 

Grade and salary 

Grade 5.1: £25,482 per annum (£16,563 pro rata) 

 

Hours 

Flexible: Between 65% and full time – 24 hours - 37.5 hours per week 

 

Contract type 

Fixed term, starting as soon as possible, for a maximum of six months. There is the possibility of contract extension 

for up to three years subject to further funding. 

 

Project Director / supervisor 

Dr Annette Idler 

 

Funding partner 

Global Affairs, Canada 

 

Overview of the role  
The Research and Administrative Assistant will support the PI and her team of postdoctoral researchers, 

associates, and the project administrator through research and administrative assistance, including data analysis, 

communication, the organisation of workshops and forums, the development and content management of the 

project website, and budget monitoring.  

The project is a new and exciting research strand under the umbrella of CCW’s CONPEACE programme 
(https//conpeace.ccw.ox.ac.uk) which explores changing security landscapes in transitions from war to peace.  

In 2016, the Colombian government and the country’s largest rebel group, the FARC-EP, signed a remarkable 
peace deal. While this agreement led to the FARC’s demobilization, major challenges remain to achieve 
sustainable peace and to guarantee basic security conditions, especially for those living in the country’s most 
marginalized regions. Moreover, the cross-border effects of the unstable situation in neighbouring Venezuela 
further contributes to the complexities of a successful transition from war to peace.  

 
Against this backdrop, this project, implemented in close partnership with the Office of the United Nations 
High Commissioner for Refugees (UNHCR), investigates the changing security landscape along and across the 
Colombia-Venezuela border. We trace how distinct configurations among various violent non-state groups 
(what we call “non-state order”) near and across the border influence security, yielding specific protection 
challenges. We also analyse how the “border effect” intensifies insecurities in these vulnerable borderlands in 
the context of the arrival of a large number of Venezuelans. The project has three major components: 



- Enhance knowledge through research and analysis 
- Strengthen civil society capacities to mitigate the border effect and the spillover of the Venezuelan crisis 

through knowledge exchange  
- Reduce the centre-periphery disconnect in the region through cross-stakeholder engagement 

 

Responsibilities 
To assist the PI, Dr Annette Idler, the Project Administrator and the research team in research and administrative 
tasks of the project, including: 

1. Research Assistance 
• To carry out literature reviews 
• To assist in the collection and analysis of data 
• To transcribe interviews 
 
2. General Administration 
• To monitor project timelines, including ensuring adherence to relevant deadlines for milestones and 
• project outputs; 
• To coordinate project activities with the CCW Programme Administrator and departmental administrative 

staff; 
• To provide administrative support to project team members, the advisory board and external stakeholders 

as and when appropriate. 

3. Communication and Event Organisation 
• To assist in the implementation of communications (including website and social media) and outreach 

strategies; 
• To assist the organization of workshops, fora and related events in Oxford and Colombia as envisaged by 

the project;  
• To coordinate logistics for project-related events, meetings and fieldwork-related travel of team members 

and external stakeholders; 
• To liaise with external project partners when required. 

 

4. Financial support 
• To assist in preparing detailed budgets, and to monitor the budgets when required; 
• To provide administrative support on financial matters (e.g. management of travel, subsistence, and other 

expenses and allowances). 

5. Other duties 
• Any other duties as deemed appropriate by the PI. 
 
The job description is intended only as guidance, and the exact nature of the work may vary from time to time 
in accordance with changes in workload and the needs of the projects. 
 
Selection criteria 

Essential 

• A Master’s Degree in a field related to the project (including but not limited to Anthropology, Area Studies, 
Development Studies, International Relations, Refugee Studies, Political Sciences) 

• Research experience including fieldwork  
• Fluency in Spanish (written and spoken) 
• Ability to undertake research-related and administrative duties with an organised and calm approach to 

working to deadlines under pressure; 
• Demonstrable ability to analyse, interpret and present detailed data (numerical and text), working with 

accuracy and attention to detail; 
• Experience of organising and coordinating events (e.g. meetings, workshops, seminars); 
• Excellent communication (verbal and written) and interpersonal skills to deal with a wide range of people 

at all levels within and outside of the University, in a positive and professional manner, and to provide 
accurate and coherent information when required; 

• Ability to use initiative to deal proactively with a range of tasks, and to plan and prioritise work so as to 
meet fixed deadlines whilst maintaining accuracy; enthusiasm and preparedness to work under pressure; 



• A flexible approach to work, including the ability to work both independently and as part of a team and 
willingness to take on new responsibilities when required; 

• Excellent IT literacy: evidence of competence with MS Office, particularly Excel, Word and email and web-
browsing skills and the ability to learn new applications; 

• Evidence of tact and discretion in dealing with confidential or sensitive matters. 

 

Desirable 

• Experience of conducting research in/on Colombia or Venezuela  
• Experience of working in a role involving website content management and/or communications 
 
 
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, while providing all our staff with a welcoming and inclusive workplace that enables 

everyone to develop and do their best work. Recognising that diversity is our strength, 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 2016/17 

exceeded £564m and we rank first in the UK for university spinouts, with more than 130 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  

Social Sciences Division  

The University’s academic departments and faculties are organised into four large groups, known as Academic 

Divisions (Social Sciences, Mathematical, Physical and Life Sciences (MPLS), Medical Sciences, and 

Humanities). The academic divisions are responsible for academic oversight of the teaching and research of 

their constituent departments and faculties, for strategic and operational planning, and for personnel and 

resource management. The Head of the Social Sciences Division is Professor Sarah Whatmore, who is a 

member of the University’s Council. The Social Sciences Division is a world-leading centre of research and 

education in the social sciences. The social sciences at Oxford are distinctive for both their depth and breadth, 

with activity spanning fourteen departments and faculties and one crossdivisional unit. (These are as follows: 

Law, the Saïd Business School, Economics, Politics and International Relations, the Blavatnik School of 

Government, the School of Anthropology and Museum Ethnography, International Development, Sociology, 

Social Policy and Intervention, the Oxford Internet Institute, Archaeology, the School of Interdisciplinary 

Area Studies, Education, the School of Geography and the Environment and the Oxford Martin School.) 

Interdisciplinary links within and beyond the university are strong, extending to the humanities, natural 

sciences, and medical sciences.  

Academic and research staff and research students are engaged in world-leading research that challenges 

current ideas and theories and is tackling some of the major challenges facing humanity, such as sustainable 

resource management, migration, governance, poverty and development, and justice. REF 2014 confirmed 

Oxford as the UK powerhouse for research in the social sciences, where Oxford accounted for more world-

http://www.ox.ac.uk/about/organisation


leading (4*) research than any other institution, across the social sciences units of assessment to which it made 

submissions. The division has an extensive portfolio of external funders and collaborators, with competitively 

awarded external research income exceeding £40million per year. Researchers in the division engage actively 

beyond academia and their research has influence in many spheres from innovation in public policymaking to 

practitioner communities such as law, business, education, social welfare and NGOs.  

The division also delivers an exceptional range of high quality educational programmes (undergraduate, 

postgraduate taught and postgraduate research), all of which are underpinned by the innovative research being 

undertaken by our academics. Programmes range from those at the interface of the natural sciences, through 

to professionally-oriented provision in areas such as business, law and education. The division is home to 

several of Oxford’s most widely recognised teaching programmes, such as Philosophy, Politics and Economics 

(PPE); the BCL; the MPhils in International Relations, in Economics, and in Development Studies; the MBA 

and EMBA; and the nationally regarded PGCE.  

More information please visit: www.socsci.ox.ac.uk  

Department of Politics and International Relations  

The study of politics, government and international relations at Oxford has a long and distinguished history. 

We are proud to be recognised internationally for our rigorous and valuable research, as educators of leaders 

and professionals in a wide variety of fields and as trainers of the next generation of teachers and researchers.  

The Department of Politics and International Relations at Oxford is one of the largest units for research and 

teaching in international relations, politics, government and political theory. Our work is directed to advance 

these disciplines. We create theoretical frameworks for the analysis of new objects of study using advanced 

research methods and we develop techniques for gathering, handling, processing and analysing data. We 

achieved top scores in the Research Excellence Framework (REF) 2014, confirming the excellence of our 

research.  

This focus on the future has a deep foundation in the inception of the disciplines of political science, history 

and philosophy in the UK. The study of government was institutionalised in Oxford in 1912 with the 

establishment of the Gladstone Chair in Government; the Chichele Chair in Social and Political Theory was 

established in 1944, and International Relations developed as an autonomous field of study with the 

establishment of the Montague Burton Chair of International Relations in 1930.  

The department is responsible for the syllabus, provision of lectures and for the examination of undergraduate 

students, who are taught mainly by tutorials organised by college tutors. The MPhil degree now is a terminal 

degree for a range of students who proceed to further professional training and to careers in public or private 

organisations. For many students, the MPhil also forms the first two years of a four-year doctoral programme. 

The MPhil gives students advanced scholarly and theoretically sophisticated substantial study of the subject, 

together with training in research design and associated methodological analysis and critique, and advanced 

training in research methods. Alumni of the MPhil and the DPhil have gone on to form a wide network of 

Oxford-trained academics with positions in university departments and research units worldwide, and have 

taken up positions of leadership in numerous public and private institutions across the globe.  

For more information please visit: www.politics.ox.ac.uk 

The Changing Character of War Centre 
 
The Oxford Changing Character of War (CCW) Centre is devoted to the interdisciplinary study of war, 

strategy, and the implications of violence and armed conflict. It is a successful, world-leading research centre 

enjoying global influence, and connected to scholars of the highest standing at the University of Oxford, 

throughout the United Kingdom, and around the world.  

CCW is the catalyst to critical thinking beyond the academy and has a strong track record of advice to the 

government of the United Kingdom and its armed forces, to our European partners, and our allies in the 

http://www.socsci.ox.ac.uk/


United States, Australia, and Canada. The excellence of our comparative work and our ability to blend 

theoretical and applied understanding are particularly highly valued. We publish extensively, and on a wide 

range of themes, from ethics to strategic thinking. 

The CCW Centre convenes a number of international conferences, symposia and workshops, where personnel 

from academic, government, international organisations and armed forces are brought together to discuss 

matters of common interest. Some become Visiting Fellows, conducting their own independent research with 

our support. CCW also generates research in support of policy, enabling those with responsibility to be better 

informed and equipped with original thinking. 

 
How to apply 

 

Please send a CV and covering letter stating how you meet the selection criteria to: ben.tams@politics.ox.ac.uk by 4 

pm on 3 December 2018. 

 

Interviews will be held on Friday, 7 December 2018. 

mailto:ben.tams@politics.ox.ac.uk

