
OPERATIONS BURSAR

Candidate Information
Appointment from September 2021 or as soon as possible thereafter



WELCOME 
Dear Candidate,

Thank you for considering Brighton College for the 
next stage of your career. The Operations Bursar 
role is a new and exciting post with responsibility for 
overseeing the front-facing support functions of the 
College. The successful applicant will focus on the 
delivery of outstanding “customer service” to current 
and prospective parents and will ensure that our 
educational provision receives all the support it needs 
to continue to be of the highest quality for our pupils. 

Brighton College is a thriving, vibrant and purposeful 
school, proud of its foundations and excited by 
the future. We were thrilled to be named United 
Kingdom School of the Decade by The Sunday Times 
in November 2020 and we wish to continue to build 
on that reputation; the Operations Bursar will play a 
critical role in helping us do this. 

The successful candidate will require wide-ranging 
skills and the ability to build strong relationships with 
teaching and non-teaching staff. Human Resources, 
Catering, Buildings and Estate Management, 
Transport, Health, Safety and Security are all part 
of the wide and interesting remit. We are fortunate 
to have high quality staff in all of these departments 
with a strong ethic of collaboration and teamwork. 

The successful candidate will have the opportunity to 
work hard alongside dedicated people, a wonderful 
purpose, and an environment in which to flourish. 
If you feel this is the role for you, I look forward to 
receiving your application.

Richard Cairns 
Head Master



ABOUT BRIGHTON 
COLLEGE

Background 
Brighton College is one of the leading schools in the 
world, with campuses in the UK and overseas. In 
November 2020, the College was awarded United 
Kingdom School of the Decade by The Sunday Times 
in recognition of its exceptional examination results, 
the quality of its teaching, co-curricular and pastoral 
provision and the culture of kindness that sits at the 
heart of the College.

The College comprises a prep school with 525 day 
pupils, aged 3-13, and a senior school with 1,200 
pupils, of whom 750 attend daily and 450 board.  
Two thirds of boarders are weekly boarders returning 
home at weekends with the remaining third on site 
during term time for seven days a week.

The College has a long history of being innovative, 
occupying a significant place in the development of 
British education. From its foundation the College 
established a reputation for entrepreneurial thinking 
and for questioning traditional teaching methods.

The College’s innovation extends to its estate. 
In addition to the beautiful, listed flint and brick 
premises designed by Gilbert Scott and Sir 
Thomas Jackson, the campus contains a suite of 
contemporary, award-winning new educational, 
pastoral, academic and co-curricular facilities 
created over the last fifteen years as part of a first 
masterplan. This includes the new £55m School of 
Science and Sport which opened in January 2020, 
with eighteen university standard laboratories 
alongside a cinema, new sports hall, 25-metre 
swimming pool, fitness centre and roof-top running 
track. Other recent additions include two new 
boarding houses, a state-of the-art Music School 
and the Yeoh Building - a teaching building with 22 
classrooms for maths, history, economics, politics 
and EAL, alongside an innovative Creative Learning 
Centre which opened in 2017.

A second masterplan is now underway. In addition, 
the College has sports playing fields about a mile 
from the main campus, nestled in the South Downs.

Above all, Brighton College is a very happy place 
where staff and pupils feel fulfilled and purposeful. 
It is proud to have taken a progressive stand on 
diversity, equality and inclusion and it is committed 
to furthering this agenda through teaching, and all 
aspects of school life. The College is a member of the 
School Inclusion Alliance and an important aspect of 
its vision for education is to increase diversity among 
staff to enrich all aspects of the life of the College 
and provide diverse role models for all pupils. The 
College prides itself on being a warm, inclusive and 
respectful community, where staff are welcoming and 
positive, and pupils are intellectually curious and kind. 
Brighton College seeks to turn out well-educated, 
tolerant and intellectually curious young adults who 
are ready to take a full, active and positive role in the 
life of the country and the world.



Living and Working  
in Brighton 
The College enjoys its location in Brighton, one of 
Britain’s youngest cities and one of the most vibrant 
and progressive in Europe. A recent national survey 
identified Brighton as the ‘happiest city in the UK’ and 
it regularly features within the top cities for quality of 
life nationally. With an extensive beach and seafront, 
and proximity to beautiful rural areas including the 
South Downs National Park, the opportunities for 
recreation and leisure are varied and numerous. 
Transport links are also excellent, Brighton being 
within easy travelling distance of London (50 minutes 
by train), and 30 minutes from Gatwick Airport. 
Brighton is also a university city, and the College has 
good links with both the University of Sussex and 
Brighton University. The College’s annual involvement 
in the Pride Parade has also strengthened existing 
links with the local community.



THE ROLE
The College has identified a need for a senior 
individual to line manage the front-facing support 
functions of the College, with a particular focus on 
delivering outstanding customer service to current 
and prospective parents, support to teachers in their 
delivery of outstanding education and a warm and 
safe environment for its pupils. The individual must 
have an understanding of what 5-star service looks 
like, possess the ability to replicate this in a school 
setting, and have the fastidiousness and strength of 
character to insist upon the highest standards from 
colleagues at all times.

The Operations Bursar will be a key member of 
the College Senior Management Team (SMT), a 
supportive, friendly and dynamic group of individuals 
committed to the highest of standards. The SMT is 
chaired by the Head Master, Richard Cairns.

The current College Bursar will continue to oversee a 
number of technical and administrative areas for the 
College and the relevant staff including those relating 
to finance, risk, payroll and pensions, negotiations of 
key contracts, IT and some aspects of governance.

The successful applicant will demonstrate flexibility, 
possess an analytical mind, enjoy problem solving and 
identifying workable solutions, be able to prioritise 
effectively, and to manage staff in such a way as to 
ensure that the team is always the best that it can be. 
The ability to be both personable and professionally 
separate is essential. 



Reporting structure
Accountable to: 

• Head of Senior School (Second Master)

• Executive Head of Prep Schools

And through them to the Head Master.

Accountable for: 

• Front-facing customer services 

• Logistics supporting those services

• Human Resources 

• Catering and Hospitality

• On-site facilities (including maintenance,  
cleaning, grounds)

• Health, Safety and Security

• Transport

Role Summary 
The Operations Bursar is directly, and through 
leadership of the front-facing Support Staff, 
responsible for: 

• Ensuring the delivery of high quality and 
professional services, creating a culture of 
excellence in all areas;

• Managing and ensuring the development and 
productivity of all relevant support team staff, 
overseeing the team managers; 

• Liaising with key senior and prep school colleagues 
in determining ongoing day-to-day and one-off 
requirements in order to ensure support services 
meet those requirements;

• Ensuring compliance with relevant legislation and 
regulations that fall within the oversight of the 
relevant Support Staff; 

• Maintaining up-to-date policies and procedures 
for the work of the relevant Support Staff, 
which reflect College requirements and relevant 
legislation and guidance; 

• Planning, managing and reporting on all delegated 
budgets for relevant Support Staff functions; 

• Ensuring the achievement of value for money 
across all relevant Support Staff functions; 

• Contributing to the development and  
effective running of the College’s support systems 
and services. 



MAIN DUTIES AND 
RESPONSIBILITIES 

Support Staff 
Management 
• Preparing forward objectives and plans for the 

work of the relevant Support Staff aligned with the 
priorities and objectives for the College; 

• Leading and managing the direct reports in HR, 
Catering, On-Site Facilities (maintenance, grounds, 
gardens, cleaning), Health, Safety and Security, 
including training, development, regular meetings 
and carrying out annual appraisals and personal 
development reviews; 

• Ensuring the development and productivity of 
front-facing support teams, working with the  
team managers; 

• Overseeing the Head of HR in respect of staff 
recruitment and performance management; 

• Planning and managing delegated budgets and 
achieving value for money; 

• Providing termly and annual statistics on the 
functions of the front facing Support Staff; 

• Providing information and reports as required to the 
College, local authority, NHS and other agencies.

Human Resources
• Line managing the Head of HR, ensuring that the 

HR Department is proactive in recruiting the very 
best people to work in the College, and ensuring 
that all processes are in line with statutory and 
educational requirements;

• Ensuring front-facing support teams are 
appropriately staffed and a professional service 
delivered in respect of recruitment, induction, 
appraisals, probationary periods, performance 
management and training for support staff;

• Evaluating and proposing appropriate changes to 
staff areas.

Catering and  
Hospitality Services
• In liaison with the College’s contract caterers 

(Chartwells) and College’s commercial subsidiary, 
planning, management, delivery and development 
of all catering and hospitality services of the 
College including term time catering for pupils, 
staff and events; and out of term accommodation, 
conferences, weddings and other events; 

• Monitoring food quality and catering service, 
maintaining awareness of best practice, addressing 
any concerns and determining how to improve the 
service over time; 

• Managing the contract caterer’s performance;

• Together with the College Bursar, ensuring best 
value for money from the catering contract. 



Buildings and Estates 
Management 
• In liaison with the Head of Senior School and 

Director of Boarding, understanding the evolving 
requirements that exist in respect of boarding 
accommodation and pupil educational and 
pastoral facilities on the College campus and 
sports grounds; 

• In liaison with the Executive Head of Prep Schools, 
understanding the evolving requirements that 
exist in respect of pupil educational and pastoral 
facilities on the Prep School campuses; 

• Line managing those who manage and maintain 
the College’s grounds and buildings and rigorously 
overseeing the performance of the Maintenance, 
Grounds, Gardening and Cleaning Teams; 

• Ensuring a suitable inspection regime for the 
grounds and built estate and directing the 
development and delivery of annual and long-term 
maintenance plans in conjunction with the Projects 
Director and Head of On-Site Facilities, including 
working with them to obtain the necessary 
advice, permissions, planning consents, building 
regulations, fire authority approvals, etc; 

• Ensuring the effective and efficient commissioning 
and completion of minor buildings works and 
understanding the planning and delivery of major 
building works in order to ensure Support Staff 
functions can deliver effectively when such works 
impinge on College life;

• Management and prioritisation of maintenance job 
requests, via the College’s planning system  
(Flow 360);

• Managing any maintenance service contracts;

• Ensuring operations for severe weather are 
appropriate and resources are planned and 
maintained for weather-related events;

• Planning for and working in such a way as to lower 
the carbon footprint of the College.



Health, Safety and 
Security
• Line managing the Head of Health, Safety and 

Security, ensuring compliance with all relevant 
health and safety legislation and codes of practice; 

• Maintaining appropriate levels of staff training  
and ensuring all teams comply with policies  
and procedures;

• Ensuring that the College has up-to-date policies in 
respect of the Health and Safety regime and Risk 
Assessments and action plans, and that plans are 
implemented and regularly reviewed with relevant 
departmental heads;

• Ensuring the security of the College site, buildings 
and accommodation, liaising as required with local 
and national police forces; 

• Ensuring in conjunction with the Head of Senior 
School, Executive Head of Prep Schools and Head of 
Health, Safety and Security, that there are sensible 
security procedures and that they are followed;

• Maintaining the necessary health and safety 
related records and ensuring they are accessible 
swiftly for inspection purposes;

• Ensuring the security systems and health and  
safety systems (e.g. fire and lockdown alarms)  
are maintained;

• Helping the Head of Senior School co-ordinate  
the provision of medical services through the 
College Nurse and in compliance with any 
necessary requirements; 

• Chairing the termly Health & Safety committee 
with representatives from across the schools and 
with governor representation.



Transport 
• Line managing the Head of Transport who is, in 

turn, responsible for the drivers (qualifications, 
performance, etc);

• Understanding the needs of the College in respect 
of transport (start and end of day, during day, 
weekends) and ensuring requirements are met; 

• Overseeing the College’s fleet of vehicles 
(purchase/lease, maintenance, performance, 
safety), including the transition to electric fleets 
and lower carbon emission vehicles;

• Overseeing liaison with external transport 
providers that complement the College’s own fleet 
and monitoring their performance and compliance 
with appropriate legislation.

Other
• Liaising with College colleagues regarding the 

organisation and logistics of school events, 
ensuring that these respect all relevant legislative 
and regulatory requirements; 

• In conjunction with the Senior Management Team, 
planning Open Mornings and ensuring visiting 
pupils and parents have a first-class impression of 
the schools at these, other events and on a day-to-
day basis;

• Maintaining risk registers for those areas of 
Support Staff life that are under the leadership of 
the Operations Bursar; 

• Contributing to contingency and critical incident 
plans and ensuring the day-to-day Support Staff 
response is ready and can fulfil its requirements in 
critical incidents; 

• Representing the College at relevant meetings with 
e.g. other educational establishments; 

• Attending and reporting to Senior Management 
Team meetings; 

• Any other duties as required by the Head Master, 
Head of Senior School or Executive Head of  
Prep Schools.

It is essential for the post holder to recognise that 
the exact nature of the post and duties within it may 
be subject to on-going review and adaptation, in 
response to changing internal and external factors. 

Professional 
Responsibilities 
• Keeping up to date with legislation and guidance 

relating to the work of the relevant Support 
Staff and ensuring that all Support Staff receive 
appropriate training and guidance. 

Measuring own 
performance
• Annual appraisal by Head of Senior School.

• Probation period of 6 months during which time 
regular review meetings will be held.



PERSON 
SPECIFICATION
The College is seeking to appoint an Operations 
Bursar with strong leadership and management skills 
and a commitment to delivering outstanding customer 
service. They will have excellent people skills and be 
capable of building strong working relationships with 
all members of the College community. 

Experience, Skills and 
Knowledge 
• Professional qualifications in a relevant field;

• Proven experience of senior management at a high 
level, either in the educational or another sector;

• Strong track record in leading, inspiring and 
managing large and diverse teams with a focus on 
delivering excellent service;

• Delegation skills and the ability to manage  
a range of tasks and priorities whilst working to  
tight deadlines;

• Experience of delivering first-class customer service;

• Excellent communication and people  
management skills;

• Well-honed interpersonal skills with a track  
record of working successfully with a diverse range 
of stakeholders;

• Strong analytical and problem-solving skills.

Experience in one or more of the following areas is 
indicative of the type of person we are looking for:

• Hotel management in a high-quality brand

• Customer service management

• Other management of people and resource (such 
as in the Armed Forces)

• Property management

• Education management 

Personal Attributes 
• Commitment to the delivery of a superb 

educational and customer service experience 
within an independent school context;

• Patience, diplomacy and flexibility;

• Proactive, energetic and enthusiastic, with a 
positive outlook and a good sense of humour;

• Ability to motivate and engage others;

• An appreciation of the need for sensitivity and 
absolute confidentiality; 

• Leads by example, is transparent and commands 
the respect of staff and parents;

• Committed team player with an infectious  
“can do” attitude.



TERMS AND 
CONDITIONS
A highly attractive remuneration package 
commensurate with the seniority of the post and the 
experience of the successful candidate will be offered. 

The main provisions are likely to include:

• Up to £100,000 per annum, dependent  
on experience;

• Defined Contribution Pension Scheme with 
employer contributions of up to 10%;

• Lunch during term time;

• 25 days holiday (rising to 30 days after two years) 
plus bank holidays and subject to operational 
requirements, additional days may be awarded 
between Christmas and the New Year;

• Individual private medical care for the employee;

• As a member of the College SMT, generous fee 
remission for children at the College, subject to 
satisfying normal admissions requirements;

• Significantly subsidised gym membership for the 
School of Science and Sport is available, which 
includes access to a variety of exercise classes 
(including spin, circuits and yoga) and use of the 
gym and swimming pool;

• Life Cover after successfully passing probation;

• Well-being programme including: healthy heart 
checks, access to books, magazines and DVDs from 
the College Library and English Language classes;

• Sodexo Lifestyle Saving Programme.

As a senior post-holder in the College, there is a 
requirement for flexibility for hours worked as and 
when required, including on weekends from time  
to time.

Brighton College is committed to safeguarding and 
promoting the welfare of children and young people and 
expects all staff and volunteers to share this commitment. 
Any offer of employment will be subject to successfully 
completing pre-employment checks, including an enhanced 
DBS disclosure, the receipt of satisfactory references, the 
College’s pre-employment medical questionnaire, relevant 
original ID documentation and examination certificates. 



APPLICATION 
PROCESS
Interested candidates are invited to contact 
RSAcademics to arrange a confidential discussion 
with Nina Lambert, Head of Bursar Search: 
ninalambert@rsacademics.com or  
+44 (0)7764 185745

The deadline for receipt of applications is 10.00am on 
Monday 24th May 2021.

An application form can be downloaded from  
www.rsacademics.com where the post is listed under 
current vacancies. 

Candidates should complete their application  
form electronically and email it to RSAcademics, 
together with a covering letter, addressed to the 
Head Master, Richard Cairns, which explains their 
reasons for applying. 

Please email your completed application form 
and covering letter (both as PDF files please) 
to Julia Coffey, Project Coordinator (Leadership 
Appointments) at: applications@rsacademics.com 

Julia can also be reached by calling our Head Office 
on 01858 383163.

The process is as follows:

• All applications will be acknowledged by email. If 
you have not received acknowledgement that your 
application has been received within two working 
days of sending it, please contact our Head Office 
by telephone.

• Preliminary Interviews will take place with 
RSAcademics via Microsoft Teams on Wednesday 
26th May and Thursday 27th May 2021.

• Longlist interviews will take place at the College on 
Tuesday 8th June or Wednesday 9th June 2021.

• Shortlist interviews will take place at the College on 
Monday 14th June 2021.

Brighton College is committed to ensuring that the 
recruitment and selection of staff is conducted in a 
manner that is systematic, efficient and effective and 
promotes quality of opportunity. 

Founded in 2002 by Russell Speirs, RSAcademics specialises in Schools, in the UK and 
internationally. The company advises on business strategy and strategic marketing, 
development and fundraising leadership consultancy and the search and selection of Heads, 
Chairs of Boards, Bursars and other senior staff. Comprising a team of exceptional talent and 
experience, RSAcademics provides a high-quality service to schools with rigour, experience and 
warmth. Please visit www.rsacademics.com for more information.

mailto:ninalambert@rsacademics.com
https://www.rsacademics.com/vacancies/operations-bursar-brighton-college
mailto:applications@rsacademics.com
http://www.rsacademics.com

	_Hlk513552956

