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Job Description 

 
Job title Digital Hub Coordinator (fixed term – maternity 

cover) 

 

Main purpose of job To manage events in the Cheng Kar Shun Digital Hub

  

   

Responsible to:  The Principal 

 

Works with: College Officers, Access Team, Conference and Events 

Team, Fellows and students of the College 

  

Hours of work 21 hours per week, can be worked over three, four or 

five days per week.  

Flexibility will be required to work additional hours at 

busy times and evenings for events, time off in lieu will 

be provided.   

 

Responsibilities/duties  

 
The Cheng Kar Shun Digital Hub is a new facility designed to promote digital 

scholarship, knowledge exchange, and access to the College’s teaching and research 

expertise. As a new part of the College it is currently being shaped and its activities 

will evolve over time. 

 

The Coordinator will carry responsibility for the effective day-to-day management of 

the Cheng Kar Shun Digital Hub and organisation of curated events whilst the 

Career Development Fellow, who leads on the Hub, is on maternity leave. The 

workload on the office can be demanding, requiring first class judgement, personal 

organisation, and flexibility as well as an ability to work to deadlines and budgets. 

The post-holder will have the following key responsibilities:  

 

 Lead on co-ordinating and providing advice to colleagues on the development 

of activities for the Hub. 

 Facilitate activities with academic staff who are working on innovative 

research and impact activities with a digital component. Manage a balanced 
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curation of events across all disciplines and community members of the 

college.  

 Facilitate activities with those who use advances such as data visualization, AI, 
and immersive technologies in teaching and research.  

 Lead the Digital Hub Working Group and the Digital Hub Student 

Committee (with its themed working groups) to make sure programming is 

consistent with available resources and remains on track for deadlines. 

 Work with students at the College to organise events in the Hub, such as 

arts festivals and the regular Digital Hub Reading Club meetings. Provide 

regular mentorship and ongoing support for these activities, including 
managing calls for contributors and competitions. 

 Liaise with relevant communities and cultural organisations in Oxford and 

beyond who are interested in collaborating on events in the Hub. 

 Lead project management and programme delivery ensuring that projects are 

delivered on time and to budget (where relevant).  

 Plan and support communications around Hub activities in collaboration with 

the Communications Director, including advertising, ticketing, and post-event 

coverage. 

 Deliver in-person events on a regular basis, including managing preparation, 

smooth event running, and take-down in the venue. 

 Set and meet deadlines, work diligently and efficiently, and manage multiple 

priorities and resources simultaneously. 

 Any other tasks as reasonably requested by the Principal or Academic Director. 


