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Dear Candidate,

Thank you for your interest in the position  
of Bursar & Chief Operating Officer at  
St Edward’s School.

St Edward’s offers a very particular kind 
of education. Our firm belief in the principles 
of participation, engagement, working together, 
looking after each other and looking outwards 
is evident across all areas of school life. 

The pastoral care and strong bonds 
for which St Edward’s is well known are 
reinforced by the exceptional range of 
opportunities on offer. As well as working 
alongside each other in the classroom, pupils and staff come 
together in House, on the sports field, in Chapel, on stage 
in The North Wall Arts Centre, in musical ensembles, in the 
dance studio and in their enthusiastic enjoyment of all the 
many attractions and amenities of Oxford. 

The culture of participation and engagement is 
particularly important in the classroom. In every lesson, 
pupils will be expected to engage fully in their studies, 
to show initiative, to share ideas with their friends, to 
contribute to discussions and to play an active part in 
pushing their own learning forward.

St Edward’s is ambitious. For our pupils, this means 
ensuring that they have the best possible experience at 
School. Most of them head off each year to prestigious 
universities all over the world. Our academic culture is 

designed to ensure that they take more  
than their A Levels or International 
Baccalaureate Diploma with them.  
We aim to equip our pupils with the  
self-awareness to shape a fulfilling future  
for themselves, and a broader awareness  
of how they can contribute positively  
and wholeheartedly to society. In this,  
co-education is essential. We cannot 
prepare our pupils for real life unless they 
learn to understand and work with the  
rest of the population.

We are ambitious, too, for our staff, who are given 
every opportunity and encouragement to reflect on and 
develop their own practice and pedagogy. And we are 
ambitious for the School itself. During the tenure of the 
outgoing Bursar, the School has grown from a pupil body 
of 560 to today’s community of around 700; building on 
and managing this growth is a major focus for the coming 
years. 

Our academic culture, our location in one of the 
world’s great university cities and the sheer energy of our 
school community create a distinctive character, a very 
special one. Discover more about life at Teddies in the 
following pages. 

 
Stephen Jones Warden

For further information, please visit www.stedwardsoxford.org



The School
Founded in 1863 by an Oxford University academic,  
St Edward’s is an independent, co-educational boarding 
and day school for children aged 13 – 18 (Years 9 – 13) 
set in 100 acres of grounds in north Oxford. Of our 
700-strong pupil body, 85% are boarders, 40% are girls, 
15% are day pupils and 15% are from overseas. Pupils 
live in one of 13 boarding houses, most of which house 
around 60 boarding and day pupils from all year groups.

Towards 2020
St Edward’s is growing and education is changing. To 
address these dual advances, the School is currently 
undertaking its most significant period of development 
since the move from central Oxford over 100 years ago. 

At the heart of the School in the Quad, work to 
create a Hall, Library and Study Centre is well underway. 
On Field Side, work has begun on our first co-educational 
boarding house, Cooper Lodge. We expect both projects 
to be complete by the autumn of 2020.

Designs for the Study Centre and Library respond 
directly to the way in which education is changing. Pupils 
no longer spend most of their time sitting in rows in front 
of a teacher. They are required to work together, to carry 
out their own research, to debate and to question. 

The developments in the Quad will significantly extend 
the range of academic facilities available to pupils. The 
Study Centre will feature café-style learning spaces; a busy 
library where collaborative working will be encouraged; 
informal break-out spaces for discussion and planning; 
modern classrooms; a new Higher Education and Careers 
Department; and an elegant Reading Room for quiet study. 

The stunning, oval-shaped Hall will be large enough 
to enable our growing community to come together for 
school functions and performances.

To fund these £30 million Quad and Field Side 
developments, the School issued a 30-year bond which 
was purchased by BAE Systems Pension Fund.

Looking beyond Oxford, the School recently signed 
an agreement with Guanghua Education Group to develop 
a number of St Edward’s partner schools in China. 
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The new Library and Study Centre in the Quad designed by TSH Architects
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Academic Ethos
The academic ethos at St Edward’s is fuelled by a number 
of complementary principles and beliefs. We urge our 
pupils to look to long-term life goals rather than just  
exam results; we encourage pupils to be reflective and  
to find their own solutions to challenges; and we value  
and promote a range of different learning techniques, 
actively helping our pupils to understand which work best 
for them.

This sophisticated, highly effective academic approach 
has been carefully developed over the past decade, 
drawing on the very latest research into the way in which 
pupils learn. One of its most important elements is the 
pupil’s own attitude to his or her studies. A pupil with 
the drive and determination to do well, whatever their 
academic ability, will find encouragement and guidance at 
every turn. 

When pupils arrive at Teddies as Shells, many are 
familiar with a style of learning in which they are presented 
with information. We have a carefully constructed system 
in place to guide them towards a more active approach 
to their studies. Rather than sitting back and listening, we 
need our pupils to be on the front foot - engaged, asking 

questions, discussing ideas, looking things up and thinking 
for themselves. 

In creating outstanding new spaces to suit this 
modern way of working, the academic facilities in the 
Quad Development will enable us to embed this culture 
ever more firmly into school life. 
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Beyond the Classroom
Teddies offers a remarkably broad range of 
opportunities.

Sport is enjoyed by all pupils at St Edward’s, 
whether they perform at the highest level or simply 
take part for pleasure and relaxation. Major sports 
are hockey, rowing, rugby, cricket, netball, tennis and 
athletics. 

The arts are exceptionally strong at the School. 
Some 10 years ago, with the support of Alan Bennett, 
George Fenton, Judi Dench and Richard Attenborough, 
the pioneering North Wall Arts Centre was opened for 
both the School and the community on the edge of the 
school grounds. No other school in the country has an 
arts centre like The North Wall, which boasts a national 
reputation for the quality and scope of its prolific public 
programme. As well as housing the School’s impressive 
Drama and Dance Departments, and an art gallery, 
The North Wall attracts around 20,000 visitors a year 
to over 100 public performances and exhibitions by 
talented actors, writers, directors and artists. 

Directly opposite The North Wall on South 
Parade, neatly completing the School’s own ‘cultural 

quarter’, sits The Ogston Music School, which opened 
in 2017, heralding an exciting new chapter in the musical 
life of the School. An elegant recital room, practice and 
ensemble rooms, a recording studio, a rock room and 
a music library are enthusiastically enjoyed by countless 
individuals and ensembles including the Symphony 
Orchestra, Concert Band, Big Band, Modern Jazz Ensemble 
and several Choirs. 

Alongside sport and the arts, pupils have access to 
an inspired and compassionate community volunteering 
programme, countless clubs and societies, a lively 
programme of trips and excursions, the Combined Cadet 
Force and the Duke of Edinburgh’s Award. 
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Oxford
St Edward’s location in Oxford is a fundamental feature 
of school life. For staff and pupils, the city provides 
inspiration, access to world-class academics, and an 
eclectic international cultural scene. Beyond its academic 
and cultural might, Oxford is a beautiful, vibrant city 
brimful of young people. The whole Teddies community 
enjoys the easy access to museums, galleries and concert 
venues as well as the countless cafés, cinemas, restaurants 
and shops. 

‘My favourite part of St Edward’s is being 
immersed in the real world. Other schools 
can forget to give pupils a perspective on 
reality – this is where Teddies excels.’  

Louis, Fourth Form
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Staff and Structure
The School has around 470 full and part-time employees 
who work in a wide range of diverse roles. Approximately 
25% of these employees are teachers. 

The Senior Management Team currently consists 
of the Warden, the Bursar, the Sub-Warden, the Deputy 
Head Academic, the Deputy Head Pastoral, the Deputy 
Head International, the Assistant Head Pastoral, the 
Assistant Head Academic and two Assistant Heads  
Co-Curricular. 

Governors meet each term as a full Governing 
Body, with the Committees (and their Sub-Committees) 
meeting several times a year. The General Purposes 
Committee covers strategy, finance and property, 
with further Committees overseeing Education, and 
Compliance and Safeguarding. The Chair of Governors is 
Chris Jones OSE.

The North Wall is wholly owned by St Edward’s 
School, with its public activities governed by The North 
Wall Trust. The Trust is made up of representatives from 
the School’s Governing Body, and additional members 
from the world of the arts. 

St Edward’s has a leisure centre in its grounds which 
is currently leased to Nuffield Health. The School has 
dedicated use of certain areas of the centre at specific 
times, and the Bursar works closely with the leisure  
centre management to ensure the smooth running of  
this shared facility. 

All liaison with the Guanghua Education Group in 
China is managed by the Bursar and the Deputy Head 
International.
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About the Role
St Edward’s School is seeking to appoint a highly-motivated 
individual to join the School’s Senior Management Team 
as Bursar & Chief Operating Officer. The School’s current 
Bursar is standing down in December 2019 after more 
than 20 years in the role.

This is a key appointment. Acting as Chief Operating 
Officer, the Bursar will play a crucial role in bringing 
first-class business development skills to all strategic, 
operational, commercial and financial aspects of the School, 
building on the current period of growth and expansion.

We are looking to appoint an entrepreneurial 
individual with an international outlook and outstanding 
influencing, leadership, communication and interpersonal 
skills. The successful candidate will be able to demonstrate 
a strong track record of success in operational and 
financial management, combined with extensive business 
experience. The Bursar will be expected to contribute 
positively and enthusiastically to all aspects of school life.

The Bursar is appointed by the School’s Governors 
and reports to the Warden, with right of access to the 
Governors. As Chief Operating Officer, the Bursar will 
take charge of all of the School’s business operations and 
will be responsible for the day-to-day operation of the 
non-academic areas of the School. She or he will lead 
and manage a diverse group of support staff including 
Accounts, Estates, Catering, Human Resources, Domestic 

Director
of IT

Bursar & Chief 
Operating Officer

Clerk to
Governors

PAData Protection and
Compliance Manager

Supported by 
a team of 3

Domestic 
Bursar

Finance
Bursar

Estates
Bursar

Catering
Domestic Services
Commercial Lets

Payroll
Accounts

Security
Logistics
Grounds

Maintenance
Health & Safety

Human Resources 
Manager

Supported by
a team of 7

Services and the IT Department. The Bursar will be 
expected to contribute to the strategic management of 
the development, marketing and admissions functions, 
which report to the Warden. The Bursar will also work 
closely with the Governors providing procedural and legal 
support to the various Governing Body committees.

An organisation chart of the Bursar’s department  
is below.

Main Areas of Responsibility
The role of Bursar & Chief Operating Officer is extensive 
and varied, and covers a wide range of responsibilities as 
summarised below.

Support to the Governors and 
the Warden

• Acting as the School’s Company Secretary.

• With support from the Clerk to the Governors  
(a direct report), advising and assisting the Governors 
and the Warden in the exercise of their functions 
including attending Governors’ meetings.

• Promoting the interests and reputation of the School 
and any Subsidiary or Associated Company.
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Financial and Administration

In consultation with Governors and the Warden

• Playing a key role in developing and executing the 
School’s Strategic Plan.

• Assisting the Warden with his responsibilities for  
the day-to-day management of the School.

• Preparing the School’s Business Plan and working  
with the Warden to implement the Plan.

• Allocating, controlling and accounting for the financial 
and material resources of the School.

• Having regard to any matters affecting or pertaining 
to the legal position, duties or liabilities of the School 
(except those regarding the education of pupils).

• Ensuring the safety, security and effective maintenance 
of the assets of the School in accordance with the 
requirements of the Charity Commissioners.

• Maintaining contact with the Statutory Authorities  
and with other relevant organisations.

• Managing all aspects of the School’s Health and Safety 
obligations, including acting as Chair of the Health  
and Safety Committee.

• Working with the Communications and Development 
Departments to build brand strength to drive pupil 
recruitment and fundraising.

Supported by the Finance Bursar

• Ensuring that proper accounting records are recorded 
and maintained.

• Preparing and reporting on annual budgets of income 
and expenditure, and preparing annual statutory 
accounts.

• Preparing financial forecasts and advising Governors 
on investments in consultation with the School’s 
Investment Managers.

• Overseeing all aspects of school fees, scholarship  
and bursary funds, salaries and pensions.

• Advising on taxation matters generally, including Gift 
Aid, VAT and Corporation Tax, and complying with  
the regulations for VAT.

• Advising on the financial implications of the charitable 
status of the School.

Other Support Services

Supported by the Estates Bursar

• Ensuring the upkeep, maintenance, safety, security, 
efficiency and aesthetics of all school buildings,  
grounds and sports facilities.

• Delivering capital projects, including preparing outline 
specifications for new buildings, obtaining tenders, 
gaining planning permission, and liaising with architects 
and other professional advisors as appropriate.

• Overseeing all school transport.

Supported by the Domestic Bursar

• Ensuring that the catering service is fully compliant,  
and meets the requirements of the School’s Food 
Charter.

• Ensuring that catering resources are deployed in an 
efficient, cost-effective and safe manner.

• Ensuring functions and hospitality meet the 
requirements of the School and any external user.

• Overseeing the provision of domestic services to the 
whole School.

• Liaising with outside organisations regarding the  
letting and use of school premises and facilities.

Supported by the Human Resources Manager

• Ensuring compliance with all relevant aspects of 
employment law and maintaining appropriate and 
necessary procedures and policies including contractual 
documentation.

• Overseeing the selection, appointment and, where 
necessary, dismissal of support staff.

• Overseeing the School’s Single Central Register of 
recruitment to ensure it is complete and up to date.
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Supported by the IT Director

• Being a member of the School’s IT Steering Committee.

• Developing the School’s strategy for IT infrastructure 
and administration.

• Overseeing all aspects of the management and security 
of the School’s IT systems.

Supported by the Data Protection and 
Compliance Manager

• Overseeing and monitoring the School’s GDPR policy 
and ensuring compliance with all legal requirements  
of data protection.

This document is intended as a guide to the role. It is 
not an exhaustive job description of the duties and 
responsibilities of the The Bursar & Chief Operating Officer.

Person Specification
The successful candidate will demonstrate an understanding 
of, and a commitment to, the School’s ethos, aims and 
ambitions. He or she will also possess the skills and 
competencies to lead, motivate and provide a major 
strategic contribution to the development of the School.

• Educated to degree level or equivalent.

• Commercially-minded with strong financial and 
business leadership skills.

• Entrepreneurial and with an international outlook.

• Experience of developing, implementing and managing 
plans for business growth.

• Experience of managing projects and budgets, and 
maintaining budgetary control.

• Excellent written and oral communication skills.

• A pragmatic approach to problem solving and 
overcoming issues.

• Excellent organisational skills with the ability to manage 
competing and conflicting priorities while maintaining 
attention to detail.

• Proven people management experience and influencing 
skills.

• Tact, diplomacy and ability to maintain confidentiality.

• Committed to safeguarding children and young people.

• Willingness to work within the School’s child protection 
guidance and follow relevant school procedures.

Salary and Hours of Work
A competitive salary commensurate with experience 
will be awarded. Salaries are reviewed annually with 
effect from 1st September. Other benefits include a 
generous annual leave allowance, membership of private 
medical insurance, pension and life assurance schemes, 
together with assistance with school fees if relevant. 
Accommodation in a school property may be available.

This is a full-time role and the successful candidate 
will be expected to work such hours as are required to 
reasonably fulfil the requirements of the role.



How to Apply
Applications should be emailed to our retained consultants 
Aspirance Leadership Services (responses@aspirance.co.uk). 
Applications should comprise a completed application 
form, downloadable from the School’s website (www.
stedwardsoxford.org) or the Aspirance website (www.
aspirance.co.uk) and a separate CV. It is essential that, for 
compliance purposes, the application form is completed in 
full and any gaps in employment or education explained.

The personal statement in the application form 
should explain your interest in the appointment, highlight 
how you meet the most important requirements of the 
person specification and explain how you might stand  
out from other, similarly-qualified, candidates – why you 
should get the job not just why you could do it.

When applying, please notify Aspirance if you  
would be unavailable for interview on any of the dates  
set out below.

Closing Date
Applications must be received by 9.00am on Monday 
3rd June 2019. Since we reserve the right to commence 
discussions with strong candidates ahead of the closing 
date, early application is recommended.

Selection Process
Applications will be acknowledged by Aspirance shortly 
after receipt. After the closing date, all candidates will 
be informed by email or phone of the outcome of their 
applications. Candidates who appear to match the 
requirements most closely will be invited to an initial 
interview with Aspirance in Oxford on 10th, 11th or 12th 
June 2019. Following these initial interviews, the best-
qualified candidates will be invited for interview with 
a selection panel including a number of the School’s 
Governors. Interviews are likely to take place during the 
week commencing 24th June 2019 and will include a brief 
tour of the School.

A final selection of candidates may then be invited 
back for further interviews on either 1st or 2nd July 2019.

Further Information
If you would like to discuss this opportunity further before 
deciding whether to apply, or have any queries, you are 
encouraged to telephone David Richards (07798 523 422) 
or Adrian Brett (07787 350 110) of Aspirance Leadership 
Services.
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