
1 

 

 

 

Candidate brief for the position of 

Assistant Bursar (Operations & Compliance) 

to start as soon as possible  
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The school 

d’Overbroeck’s is a co-educational independent day and boarding 

school in Oxford for students aged 11 – 18. The school roll currently 

stands at around 670, and this is set to grow in the coming years. 

The school was founded in 1977, initially as a sixth 

form. Since then, we have successfully pursued a 

policy of extending our age range and we became an 

all-through 11–18 school in 2005. 

We are located in north Oxford and we’ve 

established ourself as a thriving, forward-looking 

and highly successful school in a relatively short 

time compared to other independent schools in the 

area. We are known for our distinctive, non-

traditional ethos, an outstanding staff team, and a 

strong reputation for the quality of our educational 

and pastoral provision. 

The school is currently in a phase of growth and 

expansion, both in terms of student numbers and 

facilities. 

 

In September 2017 all sixth form teaching moved to 

our new, purpose-built site at 333 Banbury Road. At 

the same time, The International School moved into 

the Swan Building at 111 Banbury Road, which was 

previously used for sixth form teaching. 

Both of these changes have brought substantially 

more physical space and have enabled us to take our 

facilities and educational provision to a whole new 

level in areas including the sciences, art, music and 

drama. We have also been able to develop our 

library, social and dining provision.  

As we continue to develop and expand, this is an 

opportunity to become part of the d’Overbroeck’s 

community at a very exciting point in our 

development. 
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Our ethos 
We place academic achievement and personal growth 

at the heart of everything we do at d’Overbroeck’s.  

Our success in achieving these goals is evident in 

students’ achievements both in and outside the 

classroom, as well as in the enthusiastic endorsement 

we receive from current and former parents and 

students. 

 

Our non-traditional approach sets us apart from other 

local independent schools and is characterised by 

purposeful informality. Our ethos is firmly built 

on personal relationships, on a relative lack of 

stuffiness and formal hierarchies, and on a strong 

belief that every individual is at the heart of the 

school.  

 
At the same time, our approach is    

distinctly collaborative. We believe in leading by 

example, in a healthy dose of flexibility and in the 

power of laughter and 

humanity. ‘Enthusiasm’, ‘maturity’ and ‘courtesy’ are 

words that visitors to the school frequently use to 

describe us. 

 
We provide an environment which gives both staff and  
 

students the space to be themselves as well as the 

encouragement and stimulus to grow, to learn, to 

engage with complexity and to achieve their goals. And 

they’ll also have time for friendship, laughter and living 

life to the full. 

Our policy is for everyone, staff and students, to be on 

first-name terms throughout the school. Our 

experience is that this fosters more mutual respect 

and truer, more motivating interactions between staff 

and students. 

Students wear school uniform up to Year 11 and there 

is no uniform in the Sixth Form. Our uniform is 

relatively light-touch, which allows each student a 

sense of their own individual personality. 

d’Overbroeck’s does not have any particular religious 

affiliation and we welcome students and staff of all 

faiths and none. 

‘A defining characteristic of d’Overbroeck’s is its close-

knit, informal atmosphere within which students grow 

in confidence, self-esteem, respect for themselves and 

for others. Students are very supportive of each other 

and behaviour throughout is excellent, exemplified in 

considerate, warm relationships. 

ISI inspection report. October 2013 
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Structure of the school 

d’Overbroeck’s is made up of three distinct parts, all located in north Oxford: Years 7-11, the Sixth Form 

and The International School. We’re a mushroom-shaped school, meaning our Sixth Form has the largest 

number of students (around 370). In addition to students progressing from the lower years at Years 7-11 

and The International School into the Sixth Form, we draw a large intake of students (around 160 annually) 

directly into the Lower Sixth – a combination of local and international students. 

 

333 Banbury Road 

From September 2017, when the new site at 333 

Banbury Road was completed, the Sixth Form 

benefitted from a considerable upgrade in facilities 

and physical space. The new buildings include five 

science laboratories and spacious suites for art, 

music and drama, as well as more library and 

common room space.  

The Hall provides daily dining facilities for staff and 

students as well as a 200-seater auditorium for 

music, drama performances and all kinds of other 

school events, not only for the Sixth Form but for 

the whole school. 

Years 7-11 – 200 students; all day students. 

Domestic only. Based at Leckford Place, OX2 6HX. 

Sixth Form – 370 students; a mixture of day and 

boarding. Domestic and international. Based at a 

purpose-built site at 333 Banbury Road that opened 

in September 2017. 

The International School – around 100 

international students who are all boarders, across 

years 9-11, with plans to expand into years 7 and 

8. The move into the Swan Building in September 

2017 has provided considerably more space and 

greatly improved facilities, including laboratories 

and an art room. 
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Teaching and learning 

We teach a broad academic curriculum with a wide 

choice of subjects at GCSE and A-Level. Students in 

the International School study IGCSEs. 

At d’Overbroeck’s, we emphasise fostering resilience 

and independent learning skills starting from Year 7. In 

the Sixth Form, many students complete an EPQ 

alongside their A-Level programme, and students 

regularly take part in Maths and Science Olympiads.  

We offer bespoke academic enrichment programmes 

through our Think programme. These are suitable for 

students who want to develop their academic skills in 

preparation for Oxbridge, Medical/Veterinary and Law 

programmes and for wider university study. Students 

have the opportunity to participate in a wide range of 

trips and sessions from visiting speakers throughout 

the year. 

We integrate a Personal Development (PSHE) 

programme into the curriculum from Year 7 

through to Year 11. Students in the Lower Sixth 

study an Enrichment Programme which introduces 

them to information, views and debates on 

contemporary issues. 

 

Our focus is on reflective teaching and CPD and the 

school has repeatedly been complimented by IStip on 

its work in supporting NQTs through their induction 

year. 

The teaching approach at d’Overbroeck’s has always 

been built around comparatively small classes. In 

Years 7-11, classes are generally kept to a maximum 

of 15 students. In the Sixth Form, there is usually a 

maximum of 10 students per class. We keep classes in 

The International School to a maximum of 11. 

At the International School, most students follow a 

one-year programme which prepares them for IGCSE 

exams in up to 8 subjects alongside intensive 

teaching in English for academic purposes (EAL). We 

also offer a growing two- and three-year IGCSE 

programme for younger students, which runs 

alongside the current one-year programme. From 

2021, we are introducing Years 7 and 8 at The 

International School. 

Our exam results are very strong. We are the top 

school for progress (value-added) at A-Level in 

Oxfordshire and every year many of our students 

progress to Oxbridge and other top Russell Group 

universities. 
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Boarding 
We currently have around 280 residential boarders 

at d’Overbroeck’s, which is set to increase in the 

next few years as the school grows. We take day 

pupils only in our Years 7-11 section, so our 

boarders are either in the Sixth Form (where 

around half the students are boarders) or in The 

International School (where almost all the students 

board).  

In the Sixth Form, students can either board full-

time or weekly. For some of our boarders home is 

just 30 or 40 miles away; for others it is another 

part of the world. Some will have boarded before 

while for others this may be the first experience of 

being away from home and family.  

Whichever it is, our aim is to create a close-knit, 

homely boarding environment where students are 

physically comfortable and personally at ease; 

where they can live and work happily, enjoy freshly-

cooked, well-balanced meals and make strong and 

lasting friendships.  Like our teaching space, our 

boarding provision continues to develop 

considerably. 

We opened a purpose-built sixth form boarding 

house (Islip House) opposite our Sixth Form in 

September 2017 and new flats for Upper Sixth 

students north of Oxford (Kidlington) in September 

2020. We also have a sixth form boarding house in 

St Aldates, in the heart of the city. We have four 

further boarding houses in north and west Oxford for 

International School students. The majority of Upper 

Sixth opt for accommodation with a host family for 

their final year. 
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Co-curricular 
Alongside the academic curriculum, we offer a varied 

and vibrant programme of co-curricular activities to 

open up all sorts of opportunities for students in 

every year. Sport is diverse and wide-ranging, music 

and drama are very strong and concerts and school 

productions are always big events to look forward to. 

Music 

We offer a range of concerts and musical events 

throughout the year for students across the 

school. We also have a popular Instrumental and 

Vocal programme taught by a team of experienced 

peripatetic instrumental teachers each week. 

Drama 

Drama at d’Overbroeck’s is about much more than 

learning lines and performing: it’s also about 

unleashing our students’ dramatic creativity. It’s 

also a vehicle through which students develop 

confidence in themselves – not just as performers, 

but as individuals and members of a broader 

society.  

‘It’s hard to imagine a better school for nurturing 

and developing students…. Without exception all 

staff are dedicated to the aspirations of the school, 

resulting in a lovely and thriving atmosphere that 

produces excellent results and well-rounded 

teenagers!’ 

Parent 

Sport 

We take an inclusive approach to sport and 

encourage all students to take part in different 

activities when they study with us. Whilst it’s very 

important to us that students get the opportunity 

to compete and represent the school, it’s equally 

important that they develop lifelong learning 

around active, healthy lifestyles. 

Although we don’t have our own playing fields or 

sporting facilities, we are fortunate to have the 

use of an excellent range of venues and facilities 

nearby, including those of Oxford University at 

Iffley Road. During term-time, our students use 

these facilities on a daily basis.  
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Association membership 

d’Overbroeck’s is a member of the Independent 

Schools Council (ISC), the Society of Heads of 

independent schools and of the Boarding Schools 

Association. The school is also an associate member  

of AGBIS. 

 

Accreditation and inspection 

d’Overbroeck’s is an accredited member of the 

Independent Schools Council.  

The most recent ISI inspection took place in 

October 2017. This was a regulatory compliance 

inspection, which found the School to be fully 

compliant. Prior to that, the most recent full 

integrated ISI inspection was in October 2013, and 

the school was judged ‘Excellent’ in all aspects of 

its educational and boarding provision. Notably, 

the inspection team also noted the ‘extremely high 

levels of satisfaction with the school overall’ 

expressed in the parental responses in the pre-

inspection survey. Informally, the school was told 

that these were exceptionally high, even by the 

high standards of most independent schools. 

Copies of both the 2013 and 2017 ISI reports can be 

found at: 

https://www.doverbroecks.com/home/school-

inspection-reports/ 

 

Safer recruitment 

d’Overbroeck’s is committed to safeguarding 

and promoting the welfare of all its students, 

and this is a responsibility that is shared by all 

members of staff. The successful candidate will 

be subject to an enhanced DBS disclosure. 

Please see the section on Disclosure below. 

 

Disclosure 

Please note that d’Overbroeck’s aims to promote 

equality of opportunity for all with the right mix of 

talents, skills and potential, without respect to age, 

gender or race and welcomes applications from 

diverse candidates. As d’Overbroeck’s meets the 

requirements in respect of exempted questions under 

the Rehabilitation of Offenders Act 1974, all 

applicants who are offered employment will be 

subject to an Enhanced Disclosure of criminal 

background from the Disclosure and Barring Service 

before their appointment is confirmed. This will 

include details of cautions, reprimands and final 

warnings, as well as convictions. Criminal records will 

be taken into account for recruitment purposes only 

when the conviction is relevant. Further information 

about the disclosure scheme can be found at 

www.gov.uk/government/organisations/disclosure-

and-barring-service/about. 

 

 

 
 

https://www.doverbroecks.com/home/school-inspection-reports/
https://www.doverbroecks.com/home/school-inspection-reports/
http://www.gov.uk/government/organisations/disclosure-and-barring-service/about
http://www.gov.uk/government/organisations/disclosure-and-barring-service/about
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t  

Assistant Bursar (Operations & Compliance) 
 

Key Responsibilities and Accountabilities 

The Assistant Bursar (Operations & Compliance) reports to the Bursar.  The post holder has 

responsibility for managing the majority of non-teaching staff within the School to deliver the 

environment for the teaching staff to maximise the potential of pupils. Direct reports include 

the Facilities & Maintenance team, IT staff, Human Resources and administrative personnel.   

The position is also responsible for Catering (outsourced) and Cleaning (mainly outsourced).  

With a diverse portfolio, the Assistant Bursar (Operations & Compliance) has the following 

responsibilities: 

 

Strategy and Planning 

· Work with the Bursar, finance team, and Nord Anglia to help formulate and ensure the 

successful delivery of the School’s Strategic Plan and vision for the future; 

· support the Bursar to develop the extensive medium to long-term capital expenditure 

programme in line with the Strategic Plan; 

· in conjunction with the Director of e learning and Senior Leadership Team, oversee the 

delivery of IT in accordance with the School’s IT Strategy and Nord Anglia Education 

policy; 

· constantly review the School estate, identifying potential maintenance needs and 

opportunities for rationalisation and develop and deliver a preventative maintenance 

programme for the School estate; 

· in conjunction with the Principal, Bursar, stakeholders and professional advisors, 

develop specifications for major building or refurbishment projects; 

· work with the Bursar to oversee business development to maximise revenue streams 

from commercial activities and lettings to support the School’s strategic goals; 

· constantly review and manage the personnel needs of the non-teaching team to 

ensure the successful delivery of the School’s Strategic Plan and vision for the future. 

  

Financial 

· Ensure that budgets for the Operations team are managed effectively and in line with 

the School’s needs; 

· ensure that adequate controls are in place to prevent fraudulent use of the School’s 

funds or property; 

· oversee contracts and purchases, ensuring that all are handled appropriately, deliver 

value for money, and are completed in line with delegated financial powers, contract 

limits and   authorisations. 
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Operations 

· Have overall responsibility for the delivery of day-to-day support operations across the 

School; 

· build strong professional teams and a culture of continuous improvement while 

ensuring that the School is able to meet its overall needs; 

· ensure that those managers reporting to the Assistant Bursar are given responsibility 

for the management and delivery of their budgets and supported in achieving their 

targets; 

· develop and agree KPIs for the departments, including reporting regimes; 

· plan, promote and implement a continued improvement of the School estate including: 
 

o maintenance of existing buildings in line with the planned preventative 

maintenance programme 

o planning and delivery of minor works programme 

o planning and delivery of new building projects in the framework of the School’s 

strategic plan 

o periodically updating of the School’s building survey. 

 

· oversee the management of any residential property used by the School; 

· oversee business development to maximise revenue streams from commercial 

activities and lettings working closely with the business development lead, heads of 

catering, housekeeping and estates to support the financial targets for each year; 

· ensure the efficient delivery of highest standards of safety, security and porter services; 

· oversee and control of the School’s (out-sourced) housekeeping service including 

contract management and procurement 

· oversee the School’s (out-sourced) catering operations including contract management 

and procurement 

· oversee delivery of effective IT and telephone services across the School for academic 

and administrative functions; 

· oversee the management and maintenance of the School transport fleet including: 

 

o monitoring usage of School vehicles, driver training and assessments 

o periodic review of School vehicle requirements including vehicle sourcing 

 

· oversee the School’s energy consumption, while implementing measures for energy 

conservation to ensure that the School complies with UK Government energy efficiency 

schemes; 

· identify where economies can be made and promote a best value for money culture 

when tendering for services. 

 

Staffing 

· Line manage direct reports; 

· oversee the recruitment, allocation and management of all departmental staff; 

· set roles and responsibilities for all direct reports, agreeing annual objectives and 

completing annual development reviews; 
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· exercise oversight of the management of all departmental staff; 

· attend staff forum and ensure that non-teaching staff have an appropriate forum 

through which to raise their concerns to promote a positive working environment; 

· ensure an appropriate training and development programme is in place for all 

departments. 

 

Compliance and Risk Management 

· Lead the support services preparation for, and response to, inspections in order to 

maintain compliance with the Independent Schools Standards Regulations;  

· as the School’s Information Compliance Officer, chair the Data Retention Group and 

oversee data management procedures, promoting a GDPR compliance culture; 

· ensure that the School has effective risk management plans and procedures in place 

including a risk management register which is regularly reviewed and updated; 

· develop business continuity and contingency plans which enable the School to respond 

effectively to extraordinary situations; 

· working with the HR Manager, ensure the proper and effective management of safer 

recruitment for teaching and non-teaching staff through internal testing 

and  inspection to ensure the School’s Single Central Register is accurate and compliant 

at all times; 

· oversee the HR function including regular review of polices and processes relating to 

employment matters to ensure compliance; 

· discharge appropriately all legal, and statutory requirements relating to the School and 

its activities; 

· review and update the School policies for which the post-holder has responsibility in 

line with policy review matrix; 

· where necessary, arrange periodic external compliance audits of the School;· 

· chair the Health & Safety Committee, keep good records and follow up matters in a 

timely manner; 

· support the Staff Forum working closely with SLT and the HR to make sure that staff 

concerns are appropriately followed up and that there is a positive work culture within 

the organisation; 

· provide inputs for board meetings as required; 

· attend and contribute to School management meetings as  required. 

  

The Person 

Educated to degree level or equivalent, the successful candidate will have proven experience of 

managing a complex multi-faceted organisation with a demonstrable ability to lead and 

develop a diverse team. They may be an existing Bursar looking for a challenge in a larger 

organisation or someone with facilities or compliance experience in a different setting.  The 

successful candidate must be forward-looking, able to plan and deliver projects and 

programmes, prioritise tasks, allocate finite resources and be a decision-taker who can 

communicate effectively to internal and external stakeholders. 
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All School staff are expected to: 

· work towards and support the School vision and the current School objectives outlined 

in the School Development Plan; 

· support and contribute to the School’s responsibility for safeguarding students; 

· regularly review own practice, set personal development targets and take responsibility 

for own continuous professional development; 

· work within the School’s Health and Safety Policy to ensure a safe working 

environment for staff, students and visitors; 

· work within the Equal Opportunities Policy to promote equality of opportunity for all 

students and staff, both current and prospective; 

· maintain high professional standards of attendance, punctuality, appearance, conduct 

and positive, courteous relations with students, parents and colleagues; 

· engage actively in the performance review process; 

· adhere to policies as set out in the Staff Handbook/Teacher Standards and Regulations; 

· undertake other reasonable duties related to the job purpose required from time to 

time; 

· adhere to School Safeguarding and Child Protection Policies. 

 

PERSON SPECIFICATION 

The successful candidate will demonstrate the following attributes: - 

Experience 

Essential 

· A proven capacity to contribute strategically to the wider development of an 

organisation while retaining a strong grasp of operational detail 

· Significant leadership experience, including the management and development of staff 

· Experience of managing facilities, support services and construction or refurbishment 

projects 

· Experience of Health & Safety compliance 

· Experience of compliance in the educational setting 

· Desirable 

· Experience of working in a school 

· Experience of defining and delivering IT (and other technical) projects 

 Knowledge and Skills 

Essential 

· Knowledge of Health & Safety and related compliance regulations 

· Excellent IT skills 

· Knowledge of programme and Project Management procedures 

· A full driving licence 

· Willingness and capability to undertake further training to obtain NEBOSH National 

Certificate  

· An understanding of employment law and HR procedures 
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Desirable 

· A relevant professional qualification (NEBOSH National Certificate or equivalent) 

(minimum) 

· This is a broad ranging role and there are a number of other professional qualifications 

that would be helpful, but not essential in the role such as RICs, Prince 2 or ITIL, or 

similar. 

· A knowledge of ‘Safer Recruitment’ 

 

Personal Attributes 

Essential 

 

· The ability to lead by example, and empower others to work effectively towards a 

common purpose 

· The ability to work both independently, and as a team member, with a purposeful and 

collegial leadership style 

· The ability to communicate with, and relate to, a wide range of people both within the 

School and outside 

· A flexible, results-focused approach to work combined with a keen eye for detail and 

the ability to simultaneously manage a significant and varied workload 

· Appreciation of the ethos of the School and the value of co-educational independent 

education 

· Meticulous and thorough in being ‘Inspection Ready’ at any time 

· A willingness to be involved in the wider life of the School 

 

Desirable 

·  A willingness to take on duties outside normal working hours 

 

Working Hours 

This is a full-time appointment of 37.5 hours per week. 

 

Holidays 

The post carries 35 days paid holiday a year, including all bank holidays and public holidays.  

Holidays must be agreed as far in advance as possible (but no later than a month) with the 

Bursar and should be no longer than 10 consecutive working days without the express 

permission.  

 

Salary 

d’Overbroeck’s have their own salary scale and the remuneration for this role would be 

competitive depending on experience. 
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Staff at d’Overbroeck’s also benefit from 

• free cooked lunches during term-time 

• access to ‘We Care’ medical and counselling services 

• discounted membership rates for a nearby sports and leisure club 

• participation in the ‘Cycle to Work’ scheme 

• fee discounts for children of staff attending d’Overbroeck’s School 

 

Further information 

If you would like any further information at this stage, please feel free to email Georgina Paton, 

Bursar & Finance Manager – Georgina.Paton@doverbroecks.com 

 

Applications 
Applicants should complete the Form entitled Application for a Non-Teaching Post which can 

be downloaded from https://www.doverbroecks.com/about/careers/ 

 

The Application Form, full Curriculum Vitae and a covering letter should be emailed to 

HR@doverbroecks.com and a signed copy sent to: 

Heather Bates 

d'Overbroeck's 

333 Banbury Road 

Oxford  

OX2 7PL  

 

The final date for submission of applications is: 

02 July 2021 

 

Please apply as soon as possible. All applications will be processed on receipt.  

Short-listed applicants will be notified of the interview arrangements as soon as possible after 

short-listing.  Please note, however, that we reserve the right to shortlist and invite suitable 

candidates in for interview prior to this date, as we are looking to make a new appointment 

as quickly as possible. 

 

June 2021 

 

 

 

  

mailto:Georgina.Paton@doverbroecks.com
https://www.doverbroecks.com/about/careers/
mailto:HR@doverbroecks.com
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