Candidate brief for the position of

OFFICE MANAGER/ASSISTANT EXAMS OFFICER
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 700, and this is set to grow in the coming years.

The school was founded in 1977, initially as a sixth

In September 2017 all sixth form teaching moved to

form. Since then, we have successfully pursued a

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

policy of extending our age range and we became an

the same time, The International School moved into

all-through 11–18 school in 2005.

the Swan Building at 111 Banbury Road, which was

We are located in north Oxford and we’ve

previously used for sixth form teaching. From
September 2021 we have a new specialist Arts Centre

established ourself as a thriving, forward-looking

for use of Sixth Form and International School

and highly successful school in a relatively short

students and we are actively seeking for opportunities

time compared to other independent schools in the
area. We are known for our distinctive, non-

to expand our 7-11 section.

traditional ethos, an outstanding staff team, and a

These changes have brought substantially more

strong reputation for the quality of our educational

physical space and have enabled us to take our

and pastoral provision.

facilities and educational provision to a whole new

The school is currently in a phase of growth and

level in areas including the sciences, art, music and
drama. We have also been able to develop our

expansion, both in terms of student numbers and

library, social and dining provision.

facilities.
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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

Our ethos
We place academic achievement and personal growth

students the space to be themselves as well as the

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

encouragement and stimulus to grow, to learn, to

Our success in achieving these goals is evident in

engage with complexity and to achieve their goals. And

students’ achievements both in and outside the

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

classroom, as well as in the enthusiastic endorsement

life to the full.

we receive from current and former parents and

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

students.

first-name terms throughout the school. Our
experience is that this fosters more mutual respect

Our non-traditional approach sets us apart from other

and truer, more motivating interactions between staff

local independent schools and is characterised by

and students.

purposeful informality. Our ethos is firmly built

Students wear school uniform up to Year 11 and there

on personal relationships, on a relative lack of

is no uniform in the Sixth Form. Our uniform is

stuffiness and formal hierarchies, and on a strong

relatively light-touch, which allows each student a

belief that every individual is at the heart of the

sense of their own individual personality.

school.

d’Overbroeck’s does not have any particular religious
affiliation and we welcome students and staff of all

At the same time, our approach is

faiths and none.

distinctly collaborative. We believe in leading by
example, in a healthy dose of flexibility and in the

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

power of laughter and

knit, informal atmosphere within which students grow
in confidence, self-esteem, respect for themselves and

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

for others. Students are very supportive of each other

words that visitors to the school frequently use to

and behaviour throughout is excellent, exemplified in

describe us.

considerate, warm relationships.
ISI inspection report. October 2013

We provide an environment which gives both staff and
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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 400). 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.

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

333 Banbury Road

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

From September 2017, when the new site at 333
Banbury Road was completed, the Sixth Form

Sixth Form – 400 students; a mixture of day and

benefitted from a considerable upgrade in facilities

boarding. Domestic and international. Based at a

and physical space. The new buildings include five

purpose-built site at 333 Banbury Road that opened

science laboratories and spacious suites for art,

in September 2017.

music and drama, as well as more library and

The International School – around 105

common room space.

international students who are all boarders, across

The Hall provides daily dining facilities for staff and

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

students as well as a 200-seater auditorium for

8. The move into the Swan Building in September

music, drama performances and all kinds of other

2017 has provided considerably more space and

school events, not only for the Sixth Form but for

greatly improved facilities, including laboratories

the whole school.

and an art room.
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Teaching and learning
Our focus is on reflective teaching and CPD and the

We teach a broad academic curriculum with a wide

school has repeatedly been complimented by IStip on

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

its work in supporting ECTs through their induction

the International School study IGCSEs.

year.

At d’Overbroeck’s, we emphasise fostering resilience

The teaching approach at d’Overbroeck’s has always

and independent learning skills starting from Year 7. In

been built around comparatively small classes. In

the Sixth Form, many students complete an EPQ

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

alongside their A-Level programme, and students

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

regularly take part in Maths and Science Olympiads.

maximum of 10 students per class. We keep classes in

We offer bespoke academic enrichment programmes

The International School to a maximum of 11.

through our Think programme. These are suitable for

At the International School, many students follow a

students who want to develop their academic skills in

one-year programme which prepares them for IGCSE

preparation for Oxbridge, Medical/Veterinary and Law

exams in up to 8 subjects alongside intensive

programmes and for wider university study. Students

teaching in English for academic purposes (EAL). We

have the opportunity to participate in a wide range of

also offer a growing two- and three-year IGCSE

trips and sessions from visiting speakers throughout

programme for younger students, which runs

the year.

alongside the current one-year programme. From

We integrate a Personal Development (PD)

2021, we are introducing Years 7 and 8 at The

programme into the curriculum from Year 7

International School.

through to Year 11. Students in the Lower Sixth

Our exam results are very strong. We are the top

study a personal Development Programme which
introduces them to information, views and debates
on contemporary issues.
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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.

Boarding
We currently have around 300 residential boarders

physically comfortable and personally at ease;

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

where they can live and work happily, enjoy freshly-

next few years as the school grows. We take day

cooked, well-balanced meals and make strong and

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

lasting friendships. Like our teaching space, our

boarders are either in the Sixth Form (where

boarding provision continues to develop

around half the students are boarders) or in The

considerably.

International School (where almost all the students

We opened a purpose-built sixth form boarding

board).

house (Islip House) opposite our Sixth Form in

In the Sixth Form, students can either board full-

September 2017. We also have a sixth form

time or weekly. For some of our boarders home is

boarding house in St Aldates, in the heart of the

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

city. We have four further boarding houses in north

part of the world. Some will have boarded before

and west Oxford for International School students.

while for others this may be the first experience of

The majority of Upper Sixth opt for accommodation

being away from home and family.

with a host family for their final year.

Whichever it is, our aim is to create a close-knit,
homely boarding environment where students are
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Co-curricular
Alongside the academic curriculum, we offer a varied

Sport

and vibrant programme of co-curricular activities to

We take an inclusive approach to sport and

open up all sorts of opportunities for students in

encourage all students to take part in different

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

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

and drama are very strong and concerts and school

important to us that students get the opportunity

productions are always big events to look forward to.

to compete and represent the school, it’s equally

Music

important that they develop lifelong learning
around active, healthy lifestyles.

We offer a range of concerts and musical events
throughout the year for students across the

Although we don’t have our own playing fields or

school. We also have a popular Instrumental and

sporting facilities, we are fortunate to have the

Vocal programme taught by a team of experienced

use of an excellent range of venues and facilities

peripatetic instrumental teachers each week.

nearby, including those of Oxford University at
Iffley Road. During term-time, our students use

Drama

these facilities on a daily basis.

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

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

learning lines and performing: it’s also about

and developing students…. Without exception all

unleashing our students’ dramatic creativity. It’s

staff are dedicated to the aspirations of the school,

also a vehicle through which students develop

resulting in a lovely and thriving atmosphere that

confidence in themselves – not just as performers,

produces excellent results and well-rounded

but as individuals and members of a broader

teenagers!’

society.

Parent
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Association membership

Safer recruitment

d’Overbroeck’s is a member of the Independent

d’Overbroeck’s is committed to safeguarding

Schools Council (ISC), the Society of Heads of

and promoting the welfare of all its students,

independent schools and of the Boarding Schools

and this is a responsibility that is shared by all

Association. The school is also an associate member

members of staff. The successful candidate will

of AGBIS.

be subject to an enhanced DBS disclosure.
Please see the section on Disclosure below.

Accreditation and inspection
Disclosure

d’Overbroeck’s is an accredited member of the
Independent Schools Council.

Please note that d’Overbroeck’s aims to promote

The most recent ISI inspection took place in

equality of opportunity for all with the right mix of

October 2017. This was a regulatory compliance

talents, skills and potential, without respect to age,

inspection, which found the School to be fully

gender or race and welcomes applications from

compliant. Prior to that, the most recent full

diverse candidates. As d’Overbroeck’s meets the

integrated ISI inspection was in October 2013, and

requirements in respect of exempted questions under

the school was judged ‘Excellent’ in all aspects of

the Rehabilitation of Offenders Act 1974, all

its educational and boarding provision. Notably,

applicants who are offered employment will be

the inspection team also noted the ‘extremely high

subject to an Enhanced Disclosure of criminal

levels of satisfaction with the school overall’

background from the Disclosure and Barring Service

expressed in the parental responses in the pre-

before their appointment is confirmed. This will

inspection survey. Informally, the school was told

include details of cautions, reprimands and final

that these were exceptionally high, even by the

warnings, as well as convictions. Criminal records will

high standards of most independent schools.

be taken into account for recruitment purposes only

Copies of both the 2013 and 2017 ISI reports can be

when the conviction is relevant. Further information

found at:

about the disclosure scheme can be found at

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

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

inspection-reports/

and-barring-service/about.
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Office Manager/Assistant Exams
Officer
Responsible for overseeing the daily administration of the school offices (staff and student
services), including line managing the administrative staff to provide an effective and efficient
service for staff and students. Assisting the exams officer in administering and organising
internal and public examinations.

Key Areas of Responsibility
Staff/student Services
•
•
•
•
•
•
•
•

To line manage, lead and supervise the day to day work of the administrative function of
the school administration team across the three sections of the school
To cover any of the day to day work of the administrative team if required e.g. so other
team members may attend training
To co-ordinate and set up Parents Evenings for Key Stage 3, 4 and 5 using the Parents
Evening Online Booking system
To maintain smooth operation of all school communication platforms.
To co-ordinate effective operation of School Information Management System (currently
PASS) to include student timetables and student records, such as food allergies.
To manage hospitality orders to the external caterers
To ensure that purchase orders and goods received notes are processed promptly
To ensure student attendance administration is completed accurately and in a timely
fashion

Staff Management
•
•
•
•
•
•

To liaise with staff and delegate tasks to the administration team ensuring deadlines are met.
To be responsible for management of and coordinating cover for all staff to ensure adequate
office cover during the school holiday period.
To prioritise the allocation of work to the school administration team.
To ensure reception is a positive and welcoming environment and ensure that cover for
switchboard and reception duties is maintained during the school holidays or as required.
Set and maintain the required level of excellent working practices and coach and challenge
individuals that fall short of requirements
To be responsible for the training and development of staff within your team

Management support
•
•
•

To undertake ad hoc projects as required to support senior leaders within the school
To provide analysis and management reports for SLT at whole school or section level
To manage administrative budgets to ensure maximum efficiency of resources
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Reprographics
•
•

To provide high quality reprographic support for staff via the administration team i.e. Exam
papers, school productions and any other ad hoc requests.
To submit annual paper tender and manage stock of paper resources and other stationary

Examinations support
For Internal exams
responsibilities will include:

•
•

•

Manage the effective and efficient administration of internal examinations (“mocks”)
Manage the arrangements for the timetabling, venue hire, rooming, seating, resourcing
and invigilation of all internal examinations in liaison with the Exams Officer and relevant
academic staff
Support the Special Educational Needs Coordinator (SENCo) and Exams Officer in
implementing examination access arrangements or reasonable adjustments for eligible
candidates

For External (public) exams
•

•

Support the Special Educational Needs Coordinator (SENCo) and Exams Officer in
implementing examination access arrangements or reasonable adjustments for eligible
candidates
Support the Exams Officer in managing rooming, resourcing and invigilation of students
requiring special arrangements, away from the main examination venues.

General
This post reports to the Assistant Bursar and will work closely with the Exams Officer.
Undertake such other duties as may be reasonably determined by the Bursar/Principal. This job
description is not necessarily a comprehensive definition of the post. It may be subject to
modification or amendment at any time after consultation with the post holder.
The post-holder must:
•
•
•

•

maintain confidentiality at all times
be aware of and adhere to all School policies and procedures
maintain personal and professional development to meet the changing demands of the job,
participate in appropriate training activities and encourage and support staff in their
development and training
undertake such other duties, training and/or hours of work as may be reasonable required
and which are consistent with the general level of responsibility of this job. A degree of
flexibility with working hours will be needed during peak exam seasons
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Person Specification
Specialist knowledge and experience
Essential:

•
•
•
•
•
•

Excellent office organisational and general administrative skills, e.g. recording, filing,
prioritising.
Excellent IT Skills including in the areas of databases and spreadsheets, and comfortable with
the use of IT as an integral and essential tool.
Excellent experience of all Microsoft Office applications, especially Excel & Outlook.
Outstanding accuracy whilst meeting challenging deadlines.
Ability, with training, to master specific school IT systems and databases.
Ability to provide a high standard of administrative work.

Desirable:

•
•
•
•

Knowledge of the legal aspects of handling personal data.
First Aid trained or prepared to train.
Previous office managerial experience preferably within an educational setting.
Experience of working with school information systems.

Team working & Organisation
Essential:

•
•
•

Ability to develop effective and supportive relationships with colleagues, both internal and
external, both in terms of social interaction and positive support with team.
Ability to remain calm and self-controlled under pressure.
Ability to manage a team.

Using initiative
Essential:

•
•

Ability to work unsupervised and to take responsibility for own actions.
A “starter/finisher”, able to be proactive in seeking solutions to enable conclusion of tasks.

Communication
Essential:

•
•

•

Ability to meet multiple requests for information in a calm and professional manner.
Must be able to establish and maintain good relationships with all people at all levels both
internally and from outside the school, e.g. senior management, teachers, visitors and
parents.
Excellent interpersonal skills. Must be able to communicate effectively: face to face;
verbally and in writing, adapting style to suit the audience.
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•
•

Pro-active in advising colleagues of the status of tasks and due key information
Excellent telephone manner.

Special Requirements
Essential:

•
•

Ability to successfully adapt to changing demands and conditions.
Ability to work extended hours at peak exam times.

Desirable:

•

Able to Drive.

Hours
This is a full-time appointment which will involve working 5 days a week. Normal office hours
are 9.00am – 5.30pm, Monday to Friday.

Salary
d’Overbroeck’s Grade 10 currently £30,507.00 - £32,878.00 - FTE depending on experience.
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 Tammy
Heavens, Assistant Bursar – Tammy.Heavens@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:
HR
d'Overbroeck's
333 Banbury Road
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Oxford
OX2 7PL
The final date for submission of applications is
23 November 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.
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