
Assistant Director of the Centre for Victorian Studies at Royal Holloway, University of London
Dates: 1 September 2025 - 31 August 2026
Hours: 4-6 hours per week, term time only (3 months FTE); evening work required on days of events
We seek a PhD student to assist with the running of the Centre for Victorian Studies at Royal Holloway. Established in 2009, the Centre has an established seminar series and also hosts other events focused on research into nineteenth-century studies. The assistant director would be involved with planning and administering these events and managing Centre communications, in conjunction with the Centre Director, Dr Helen Kingstone. The Assistant Director is also responsible for updating the Centre’s social media and web presence, and advertising Centre events on other relevant channels (e.g. academic mailing lists, local historical societies), and assisting with Microsoft Teams and relevant technology if the papers are being given online. The role provides experience in academic and events administration that would be valuable for those looking to progress into careers in academia and the cultural sector. 
While much of the work can be done flexibly and remotely, the Assistant Director will need to be in attendance for all events, most of which happen in evenings at Royal Holloway’s Egham or Bedford Square campuses. 

Duties include:
· Meetings with Director to plan events and review budget
· Contacting/liaising with potential speakers
· Design of posters and programmes in negotiation with the speakers and CVS Director
· Managing the CVS’s social media and web presence (Mailchimp, Gmail, BlueSky, Eventbrite, etc)
· Assisting speakers with technological needs around Teams when events are online. 
· Collaborating with the Director on bids to internal and external funders
Events may include:
2-3 seminar events in the autumn (Oct, Nov)
2- 3 seminar events in the spring term (Jan, Feb, March)
A colloquium/symposium during the spring term

How to apply:
Applicants should send a brief CV (no more than 2 pages), detailing relevant academic and other experience, and a 300-500 word statement detailing why they are interested in the role, and what they would hope to gain from working as Assistant Director, to helen.kingstone@rhul.ac.uk by 5pm on 30th May 2025. 

