
Job Description 
 
 

  
____________________________________________________________________________ 
DEVELOPMENT OFFICE 

                                     

 

Job title Development Assistant – Oxford China Office 

Division University Administration and Services 

Department  Development Office / University of Oxford China Office 

Location Hong Kong  

Grade and salary 
HKD 20,000 to 23,185 per month (with discretionary range to 
HKD 26,095) 

Hours Full time  

Contract type Permanent 

Reporting to 

 
Director of Development, Asia 

Vacancy reference N/A 

Additional 
information 

 

 
 

The role  

Key relationships: Colleagues at the Oxford China Office, members of the Development, 
Alumni Relations, Public Affairs and International Strategy teams; other 
academic and administrative staff as appropriate; members of college 
Development Offices. 

Purpose: To provide high quality administrative support to the China Office 
development team 

 
Philanthropy plays a critical role in enabling Oxford to maintain and build on its status as a world-
class centre of learning. Major giving from Hong Kong, Mainland China and other parts of Asia 
has played a significant part in the recent success of the Oxford Thinking Campaign and these 

gifts have made a number of important projects possible, including the Oxford China Centre, the 
Creat Scholarship programme, the Kai Feng Scholarships, the Hong Kong Jockey Club 
Scholarships, and the DH Chen Scholarships. 
 
The China Office development team is responsible for identifying new potential donors, building 
relationships and soliciting donations from philanthropists and organisations in Hong Kong, 
Mainland China and other select Asian markets in support of the University’s academic priorities. 
The China Office development team travels regularly, and as required with the Vice-Chancellor 
or Pro-Vice-Chancellor for Development and External Affairs and occasionally with selected other 
University officers, academics, and/or senior volunteers.  
 

http://www.admin.ox.ac.uk/personnel/staffinfo/resstaff/hrexcellence/
http://www.admin.ox.ac.uk/eop/gender/athenaswan/
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The Development Assistant will work in Oxford China Office, providing the necessary 
administrative support for the team of fundraisers, assisting them to undertake their professional 
duties effectively.  This is an exciting and stimulating role in a busy team, and the post holder will 
have the opportunity work on a wide variety of projects in the delivery of an ambitious fundraising 
plan. 
 
The Development Assistant may also be called upon to support other fundraisers who are visiting 
the region.  The post holder will also need to become aware of the duties of the Oxford China 
Office Administrative Officer and be in a position to cover that area as required. The Development 
Assistant is expected to be self-motivated and capable of working on his/her own initiative.  
 
The line manager will regularly review progress. There may be opportunities for career 
development within the China Office structure. The office seeks to support and encourage staff 
to help them reach their potential, providing access to appropriate courses and training whenever 
possible. 
 
The Development Office and China Office culture is professional, collaborative and service-
oriented, and values transparency, flexibility, trustworthiness, tenacity, energy, drive and the 
ability to act as an ambassador for the office and for the collegiate University. 
 
The duties of the post are set out as they are envisaged at present, but it will be important for the 
person appointed to be flexible and adaptable, and able to contribute to the development of the 
fundraising function of the collegiate University. 
 
 

Responsibilities  
 

 To support the Oxford China Office development team in all aspects of their work.   
 

 To develop and implement best practice systems for the smooth running of the team, such 
as donor reporting calendars, event calendars etc.  

 

 To demonstrate excellent skills in the fundraising database, DARS, and help the China 
Office development team maintain best practice with DARS usage.  Intensive DARS 
training will be provided in the beginning of the post holder’s employment and ongoing 
training will be available.  

 

 To produce monthly bespoke ‘prospect pipelines’ extracted from DARS as well as 
personalised pipelines for specific fundraising projects. 

 

 To ensure that donor interactions, correspondence, gifts, meeting notes and other key 
information is appropriately entered in DARS and on the China Office shared drive,   
 

 To manage travel arrangements, domestically and internationally, and to assist in the 
scheduling of appointments for the development team and preparing appropriate papers 
to support meetings. 

 

 To produce documents using word processing and spreadsheets; to assist with mailings, 
correspondence, and note taking of meetings, and to ensure that this information is 
appropriately entered in the fundraising database, DARS, and/or the relevant Divisional 
network drives. Training will be given on DARS and the use of the network drives, and the 
Development Assistant will be expected to carry out entries and enquiries on the 
fundraising database. 
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 To manage incoming routine correspondence and telephone calls forwarded by the 
Administrative Officer and to ensure that important correspondence and messages are 
relayed to the appropriate member of the team.  
 

 To keep filing and other administrative procedures for the development team up-to-date. 
 

 To provide some basic research support in English and Chinese for the China Office 
development team, in consultation with the Research Manager as appropriate; to liaise 
with the Research Team to identify new prospective donors, and to provide accurate 
and helpful information on current and prospective donors in advance of prospect 
meetings and events. 
 

 To act if appropriate in the place of the development team when they are absent or 
unavailable by responding to queries in a timely and efficient manner to maintain the 
smooth running of the operations and mindful of the complexity of internal and external 
relationships. 
 

 To ensure a good working relationship between the China Office development team and 
College fundraisers, divisional fundraisers and other development staff, and to promote 
the sharing of information, in line with agreed principles and protocols. 

 

 To assist in dealing with the many influential people external to the University, including 
volunteers, and prospective and existing donors. 
 

 To be closely involved in ensuring effective stewardship practices by ensuring all donors 
are acknowledged and thanked by providing assistance in the drafting of regular 
stewardship reports for the major donors. 

 

 In collaboration with the Administrative Officer, to liaise with the DARS Support Centre 
and/or the Gift Registry to produce financial reports tracking pledges and donations as 
and when necessary. 

 

 In consultation with the development team and the Manager, University Relations, have 
primary and/or day-to-day responsibility for all development events: forward planning, 
liaison with Events team and the Divisions, organisation and delivery.  

 

 To provide assistance when necessary to the Administrative Officer.  Flexibility and 
teamwork are essential in this area and from time to time these duties may become top 
priority, e.g. to ensure reception and telephones are covered. 

 

 To carry out any other duties which are requested by the line manager and are 
commensurate with the grade of this post.  

 
 
 

Selection criteria  

The work of the Oxford China Office covers a wide range of activities and priorities will inevitably 
change from day to day.  All staff operate as a team, and, while each has his or her own 
responsibilities, they are expected to assist each other in peak periods.  The post holder will need 
to become conversant with the University as a whole and especially with the numerous academic 
staff and volunteers.   
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To be tested by cv/application 
 
Essential 
Experience and knowledge  

 A good general level of education – HK DSE or equivalent  
 

 An interest in fundraising or alumni relations  
 

 An interest in higher education and in particular an understanding of Oxford University, 
and its goals in teaching and research  
 

 Experience of working in a busy office environment  
 
 
Skills and abilities  

 Confident use of the Microsoft™ Office toolset and the Internet, and broad competence in 
a range of software applications including email, web browsers etc. 
 

 Excellent communication skills, both oral and written, including a good command of the 
English language, strong written Chinese skills and a flair for producing written 
correspondence 

 

 Ability to produce work of a high standard and proof read her/his own work; accuracy and 
demonstrable attention to detail 

 

 Demonstrable ability of working effectively with others, co-operating with colleagues and 
helping the team to achieve its goals demonstrating outstanding interpersonal skills 

 

 Excellent organisational skills; the ability to organise own workload in an efficient and 
effective manner and the ability to prioritise work as appropriate in the light of varying 
deadlines 

 
 
Desirable 
Experience and knowledge  

 A degree or administrative qualifications  

 Experience of maintaining effective administrative systems with the ability to identify fresh 
approaches to streamline processes  
 

 Experience of organising/booking complex international travel arrangements, including 
applying for appropriate visas  

 Experience of using CRM databases and of managing database entries and extraction  

 Experience of working within a fundraising, alumni relations or marketing environment  
 

 Experience of working in a large and complex organisation 
 
Skills and abilities  

 Proficiency in Cantonese or Mandarin is essential, while a commend of both dialects would 
be an asset 
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To be tested in interview/exercise 
 
Skills and abilities  

 Excellent communication skills, both oral and written, including a good command of the 
English language and a flair for producing written correspondence  

 

 An organised approach to tasks and evidence of a meticulous attention to detail 
 
 
Attitudes  

 Considerable tact and discretion is required in dealing with highly confidential 
information and initiative in handling the day-to-day operations of the office 
 

 Flexibility, initiative and a willingness to accept responsibility 
 

 Enthusiasm and a positive attitude to day to day work showing willingness to learn new 
skills as appropriate 

 
 

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, and in providing all of our staff with a welcoming and inclusive 
workplace that supports everyone to develop and do their best work. Recognising that diversity 
is a great strength, and 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 2014/15 exceeded £522.9m and Oxford is ranked first in the UK for university spin-
outs, with more than 130 spin-off 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   

 

Development Office 
 
The role of the University’s Development Office is to help secure philanthropic support for the 
University. The Development Office works in partnership with academic and development 
colleagues throughout the collegiate University to build enduring relationships with external 
constituencies – including alumni, non-alumni, corporate and foundation donors – and to increase 
financial support for agreed academic priorities. In 2008, the University launched Oxford Thinking, 

the Campaign for the University of Oxford, aimed at raising a minimum of £1.25 billion to transform 
the collegiate University for many generations to come. This goal was increased to £3bn in 2012, 
and gifts totalling more than £2.4bn have already been received. 

http://www.ox.ac.uk/about/organisation
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In addition to fundraising staff, the Development Office has a number of teams that cover 
particular support functions. These include the Campaign Relations team, (which ensures that 
donors are thanked and the University’s relationships with them appropriately stewarded); the 
Research Team (which gathers information on potential and existing donors); the Development 
and Alumni Relations System (DARS) Support Centre (which supports the Development and 
Alumni Relations database); and the Campaign Communications team (which ensures that major 
and principal donors are made aware of Campaign priorities through tailored communications, 
including bespoke proposals and project information). It also works closely with the Gift Registry, 
part of the Finance Division, which records and processes donations received by the University 
and on behalf of colleges. There are also three overseas offices covering North America and Asia 
whose remit includes development; these offices are located in New York, Hong Kong and Tokyo. 
 

The Director of Development, Liesl Elder, reports to the Pro-Vice-Chancellor for Development 
and External Affairs. The Development Office is part of the central administrative departments of 
the University, collectively known as University Administration and Services (UAS) and works 
closely with the offices responsible for Alumni Relations, International Strategy, Public Affairs and 
Finance.   
 
For further information please visit:  www.campaign.ox.ac.uk 

 

University Administration and Services  

 
University Administration and Services (UAS) is the collective term for the central administrative 
departments of the University. UAS comprises structures to:  

 support the University’s core academic purposes of teaching, learning and research;  

 ensure the University can meet the requirements of government, funding bodies and 
other external agencies; and  

 facilitate the attainment of the objectives set out in the University’s Strategic Plan. 
 
The offices of the UAS sections are spread across the city centre, with the main University Offices 
located in Wellington Square.  
 
For more information please visit: http://www.admin.ox.ac.uk/ 

 

How to apply 

If you consider that you meet the selection criteria, please write to info@oxforduchina.org with 
your CV, a cover letter explaining how you are qualified for the role, and two references.  Please 
indicate if your referrers can be contacted at this time. Your cover letter should explain your 
relevant experience which may have been gained in employment, education, or you may have 
taken time away from these activities in order to raise a family, care for a dependant, or travel for 
example.  Your application will be judged solely on the basis of how you demonstrate that that 
you meet the selection criteria outlined above and we are happy to consider evidence of 
transferable skills or experience which you may have gained outside the context of paid 
employment or education. 
 
All applications must be received by 5pm on the closing date stated in the advertisement. 
 
 
 

http://www.campaign.ox.ac.uk/
http://www.admin.ox.ac.uk/
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Equality of Opportunity 

Entry into employment with the University and progression within employment will be 
determined only by personal merit and the application of criteria which are related to the duties 
of each particular post and the relevant salary structure. In all cases, ability to perform the job 
will be the primary consideration. No applicant or member of staff shall be discriminated against 
because of age, disability, gender reassignment, marriage or civil partnership, pregnancy or 
maternity, race, religion or belief, sex, or sexual orientation. 
 


