
Bursar and Clerk 
to the Council
Candidate Information



Welcome
Dear Candidate,

I am thrilled that you are considering applying for the 
position of Bursar at Pinewood School - a school that is 
founded on creating a kind and caring environment, where 
all children and staff can flourish. At Pinewood, education 
does not stop and start at the classroom door. Academic 
excellence is certainly evident, but so are the highly 
impressive endeavours in the Sport, Music, Art and Drama 
departments, not forgetting Activities and the much-adored 
Pinewood Adventure.

As one of the leading independent co-educational Prep 
Schools in the country, we have a committed and talented 
team of teaching and non-teaching staff who look after 400 
children, a beautiful 84-acre site and excellent facilities. Our 
estate has seen significant development over the years, with 
the opening of a highly impressive Teaching and Learning 
Centre, The Hoyland, in April 2020. The successful candidate 
will most likely arrive just after the completion of a second 
artificial sports pitch which will further enhance our sporting 
provision, but they will then be integral in driving forwards 
additional evolution and improvement over the estate.

We are looking for a Bursar who can contribute greatly to 
our senior leadership team, as well as helping implement 
our School’s strategic development plan. We are seeking 
a committed, positive and loyal individual who can provide 
clear and compassionate leadership and strategic (as well as 
day-to-day) direction to their teams. Building and sustaining 
relationships is one of the most important elements of any 
leader’s role. As the popular quote attributed to Peter Drucker 

says: “Culture eats strategy for breakfast”. Translated for 
schools, you can have the greatest strategy in the world, 
but if relationships between leaders and staff and amongst 
themselves is not good, then delivery and child outcomes 
will not be what we want them to be.

Pinewood is a strikingly happy school, in which relationships 
are built on kindness and respect. I believe kindness should 
permeate every member of a school’s community, from 
support staff, teachers, and leaders through to the very 
hearts of the children themselves. We are hoping to find 
a bright, creative and visionary leader with outstanding 
financial, operational and strategic leadership experience, 
coupled with the ability to develop and empower others. 

If this appeals to you then please read on. I hope that you will  
then feel motivated to work with an eternally optimistic 
Headmaster, a passionately committed Board of Governors 
and a dynamic group of staff to ensure and shape the 
continuing success of this brilliant school.

With my best wishes,

Neal Bailey 
Headmaster



The School 
Pinewood School is a leading co-educational 
independent day and boarding school for pupils 
aged 3 to 13. Established in 1875, the School is set 
in 84 acres of glorious, rolling countryside near the 
village of Bourton, on the border between Wiltshire 
and Oxfordshire. 

Pinewood is thriving and is widely recognised 
as providing an outstanding co-educational 
preparatory and pre-prep education for its pupils. 
Academic excellence, superb pastoral care, an 
inspiring and broad curriculum and financial 
stability form a sound foundation for the education 
of our pupils which currently number 400. Future 
pupil registrations are strong, including the 
boarding community, a key part of the School’s 
identity. Boarding numbers vary, with up to 100 
children boarding on busy nights. 

In both the Prep and Pre-Prep, learning outside  
the classroom, together with music, drama, art  
and sport, is considered vital to a child’s 
development at Pinewood. The School is proud of 
its magnificent grounds and facilities, allowing us 
to offer pupils a full and diverse range of sports and 
activities, including Pinewood Adventure, which is 
very much at the heart of our Learning Outside the 
Classroom ethos. 

There was a Focused Compliance and Educational 
Quality ISI Inspection in March 2018, which judged 
the School as ‘Excellent’ in every category. 



Facilities 
Pinewood has an excellent campus and superb facilities. A new strategic vision for the 
School was implemented in 2004, involving academic restructuring and a significant 
building programme designed to prepare Pinewood for the year 2020 and beyond. A 
new All-Weather sports surface was built, followed by new classrooms, a science building 
and changing block. A new Sports Hall was opened in May 2015 and kitchens, servery 
and boarding areas have also recently been extended and updated. The new Teaching 
and Learning Centre (The Hoyland) opened in April 2020 and the Pre-Prep extension was 
completed in August 2021. The School continues to develop its campus, with a continual 
programme of maintenance and other smaller-scale improvements to the property, grounds 
and facilities in addition to major building projects.

The School has a music building for both class and individual music teaching and two art 
studios. There is also a theatre for School drama productions, music ensembles, weekly 
assemblies and lectures.

In addition to the Sports Hall, other sporting facilities include extensive pitches for  
rugby, football, hockey, cricket and athletics, as well as tennis and netball courts, an  
all-weather pitch, cricket nets, mountain bike trail, adventure play structure and an outdoor 
swimming pool.

Governance and 
Management
Pinewood is both a company limited by guarantee (Pinewood School Ltd) and an educational charity 
and is therefore bound both by company and charity law. Oversight of the Governance of the School is 
undertaken by the Council (the Board of Governors) who contribute a wide range of experience and skills 
and work closely with the Headmaster and Bursar to ensure that the School meets its strategic aims. 

The Council operates through several sub-committees which include Finance and General Purposes, 
Education, Building and Estates, Governance and Marketing, Development and Admissions. The sub-
committees report to the full Council, which meets routinely on a termly basis, and in addition, there are 
regular Strategy Days. The Bursar, as Clerk to the Council, attends the full Council meetings as well as 
the regular meetings of most of the sub-committees.

Responsibility for the day-to-day running of the School is delegated to the Headmaster, the Bursar and 
wider Senior Leadership Team. 

The Headmaster is supported by a Senior Leadership Team of seven and a broader Senior Management 
Team of fifteen. The Bursar is a key member of the SLT. 



Finances and 
Development 
Plans
The School has robust pupil numbers and, despite the Covid situation, 
is in a strong financial position. 

Pinewood has seen significant investment in the updating and 
provision of key facilities. Recent development includes the opening 
of a new state-of-the-art Teaching and Learning Centre (The Hoyland) 
and the subsequent reorganisation of parts of the main school 
building to create additional classroom and boarding space. 

Further development of the site is under review, as part of a wider 
Strategic Review, and the emerging future plans are aspirational 
and focused. There is an annual Development Plan to inform the 
operational implementation of the agreed strategic objectives.

As an important aspect of its charitable status, Pinewood is committed 
to its ‘Public Benefit’ agenda, which includes the provision of Bursaries 
and the opening up of School facilities to the wider local community. 
Our partnership arrangements with local maintained schools include 
our annual Maths Challenge and Science Outreach events.



The Role 
Pinewood is a prestigious and ambitious School with healthy financials and plans 
to develop and enhance its reputation as one of the leading Prep Schools in the 
country. The new Bursar will relish this exceptional opportunity to work alongside 
the Headmaster in taking the School into the next chapter of its development.

The Bursar is appointed by the Governing Body, in consultation with the 
Headmaster. The primary reporting line for the Bursar is to the Headmaster but 
he/she is also responsible to the Chairman of Governors for the discharge of 
their duties as Clerk to the Council, including financial reporting and strategic 
management information. The relationship between these individuals is 
extremely important.

In addition to playing a key role in the strategic development of the School, 
the Bursar is responsible for the effective leadership and management of all 
the support functions of the School, including the effective application and 
management of resources. 

The successful candidate will possess strong financial acumen and be able to 
understand, interrogate and communicate financial and management information 
with confidence. The Bursar will be an individual of proven leadership ability, a 
strategic thinker and will possess excellent interpersonal and communication 
skills. An ability to build highly effective, collaborative working relationships at 
all levels is essential. 

The Bursar is a member of the Senior Leadership Team and has direct line 
management responsibilities for the Assistant Bursar and Director of HR, 
Finance Manager, Estates Manager, Database Manager, IT Network Manager, 
Domestic Manager, Executive Chef Manager and their respective teams.

To the right is an organisation chart covering the support team that reports to  
the Bursar.

In addition to the operational role as Bursar, the successful candidate will also 
be Clerk to the Council.
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Key Responsibilities 
Strategic Leadership
• Work in partnership with the Headmaster and Council to shape and 

implement the School’s short, medium, and long-term strategy.

• Develop and implement a long-term strategy for the commercial 
aspects of the School. 

• Review, lead, and continuously improve the School’s operational, 
financial, risk management and contingency action strategies.

• Lead the prioritisation, planning and delivery of capital projects, 
including further development and implementation of the estate 
masterplan in line with the School Development Plan.

Finance – in conjunction with the  
Finance Manager
• Advising on general financial policy within the School.

• Preparing annual estimates of income and expenditure and 
departmental budgets.

• Monitoring income and expenditure in relation to budget and 
presenting regular management reports to the Governing Body.

• Keeping the accounts of the School and preparing Statements of 
Financial Activity (SOFA) and balance sheets in accordance with 
the charities Statement of Recommended Practice (SORP).

• Preparing forecasts for the future financial performance of the 
School over a period of five years.

• Preparing financial appraisals for projects.

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

• Advising on bursary funds and arranging assessments of 
parental income and assets prior to making bursary awards.

Commercial
• Oversee letting of school premises to outside organisations.

• Oversee letting of staff residential accommodation, farmland, 
paddocks, allotments and school property to staff and third parties.

General Management and Administration
• Ensuring that the School has adequate insurance cover.

• Ensuring appropriate and effective administration is provided to 
enable the smooth day-to-day operation of the School.

• As the School’s Data Compliance Officer ensuring the School 
complies with GDPR.

HR (in conjunction with the Director of HR)
• Ensuring compliance with all relevant aspects of employment law.

• Ensuring maintenance of all HR policies and procedures in line 
with sector best practice.

• Ensuring effective recruitment procedures are in place and follow 
the School’s equal opportunities policy.

• Recruiting, selecting, and appointing all support staff.

• Ensuring an active appraisal and CPD programme for Support 
Staff is maintained.

• Maintain and develop a culture to promote staff well-being.

Buildings and Estates (in conjunction with the 
Estates Manager)
• Ensuring maintenance of all school buildings.

• Ensuring all buildings and estates are fully compliant with relevant 
legislation and ISI Regulations.

• Ensuring the upkeep of sports pitches, grounds, all weather 
surfaces, and hard courts.

• Ensuring the maintenance of boundaries, roads, and rights of way.

• Ensuring the safety and security of the school buildings and 
school site.

• Drawing up outline specifications for new buildings,  
obtaining tenders, planning permission, liaison with architects 
and contractors. 

• Project managing all capital projects with the assistance of 
professional advisors.

• Ensuring compliance with the regulations for the operation  
of minibuses.



Domestic & Catering Services (in conjunction 
with the Domestic Manager and Executive 
Chef Manager)
• Ensuring the provision of high-quality food, hospitality and service 

to pupils, staff, and visitors.

• Ensuring that catering provision and kitchen facilities comply with 
hygiene and food safety standards.

• Ensuring high standards of cleanliness are maintained 
throughout the school buildings. 

IT Support (in conjunction with the IT  
Network Manager)
• Working with the Senior Leadership Team to develop and 

implement the IT Strategy.

• Ensuring effective and efficient provision of the School’s IT 
network infrastructure and hardware.

• Ensuring effective security of the IT network is maintained.

Clerk to the Council and Company Secretary
• Act as Clerk to Council and various sub-committees.

• Reporting to the Council on governance, compliance and 
strategic developments within the School.

• Providing all necessary papers in advance of Council meetings 
and ensuring these are distributed to the committee members in 
a timely manner.

• Following up on actions from Council meetings and ensuring 
these are reported and monitored for action within the School.

• Ensuring compliance with Charity Law and adherence to the 
School’s Memorandum and Articles.

• To attend the ISBA meetings and maintain personal CPD through 
relevant training.

Risk Management, Compliance and Health & 
Safety – supported by the Health and Safety 
Management Committee
• Promote and develop a culture of active and positive health and 

safety in the School.

• Act as the Health & Safety Officer.

• Responsible for risk management throughout the School.

• Provision of Health and Safety training to all staff.

• Advising on and implement security measures within the School 
to ensure the safety of staff and pupils, and protection of 
buildings and equipment.

• Ensuring the School complies with all relevant legislation.

• Ensuring regulatory compliance is upheld by the School in  
order to meet ISI Regulations including National Minimum 
Boarding Standards.

Safeguarding of children
• All staff are responsible for the safeguarding of children in line 

with the School’s Safeguarding (Child Protection) Policy.



Person Specification 
Previous experience of working in an educational environment is not required but 
candidates must be able to demonstrate a genuine interest and passion for the 
education and welfare of children.

Qualifications & Experience
• Degree level or equivalent.

• Relevant professional qualifications.

• Financial management and budgeting. 

• Experience of managing varied functions and multi-disciplinary teams.

• Demonstrable project management experience.

• Responsibility for legal and/or compliance regulations and ensuring these 
were kept fully updated.

• Knowledge and experience of managing building and major maintenance 
projects would be advantageous.

• Experience of IT in the development of management information systems.

• Experience of Health and Safety management.

Skills & Knowledge
• Strong financial skills including an ability to quickly understand complex 

financial data and provide in-depth analysis.

• Proven ability to prioritise and to manage multiple projects and issues 
simultaneously.

• Ability to take a strategic view of the business and consider all perspectives 
and stakeholders.

• Strong business acumen and commercial awareness.

• Excellent time management skills and an ability to work under pressure and  
to deadlines.

• Outstanding communication and interpersonal skills.

• Excellent presentation skills and an ability to bring people on board with ideas 
and strategies.

• As Clerk to the Council, knowledge of procedures at meetings – notices, 
agenda, minutes, conduct of meetings and secretarial practice.

• A working knowledge of law with regard to contracts, property leases, 
employment and commercial law.

• Highly competent in the use of IT including Microsoft Outlook, Word  
and Excel.

• Has a strong understanding of the Bursar’s responsibilities in relation  
to safeguarding and a clear commitment to delivering best practice  
in safeguarding

Leadership Qualities
• Proven experience of leading and managing at a senior level.

• Evidence of leading, motivating and influencing in a complex  
professional structure.

• Experience of working collaboratively across multi-disciplinary teams.

• Value and promote inclusion and have the skills to support an inclusive and 
diverse school community.

• Confidence in working at all levels including reporting upwards, working 
collaboratively with Governors and senior management and providing clear 
and fair leadership to those reporting to this role. 

• Flexibility in management style, able to move from empowering and consulting 
to clear directing when required.

• Ability to inspire trust and confidence across all stakeholders.

• Willingness to get fully involved to help the Support Staff team, providing 
hands-on support and direction when needed.

• Able to produce detailed plans and projects and to motivate and encourage 
the Support Staff team to progress these as required.



Terms & Conditions 
• The salary will be in the region of £70,000 to 

£80,000 per annum, depending upon experience.

• The School offers a fee discount for the children 
of staff.

• Employees may join a stakeholder pension 
scheme, currently provided by Royal London. 

• Annual holiday entitlement of 25 days plus 
statutory bank holidays. 

Full details of the terms and benefits of the post will 
be discussed with the successful candidate at the 
time of the initial offer. 

Pinewood School is an equal opportunities employer 
and is committed to safeguarding and promoting the 
welfare of children and young people and expects 
all staff and volunteers to share this commitment. 
The appointment is subject to satisfactory pre-
employment checks in accordance with the relevant 
statutory guidance, including an enhanced DBS 
check, satisfactory references, proof of identity and 
qualifications and a satisfactory medical report.



Application Process 
Interested candidates are invited to contact RSAcademics, to arrange a confidential 
discussion with Nina Lambert, Head of Bursar Search: ninalambert@rsacademics.com 

The deadline for receipt of applications is 10.00am on Friday 17th December 2021. 

Applications should be made electronically to RSAcademics. To submit your application 
please upload your documents according to the instructions on the RSAcademics 
website. If you have any questions about uploading your application documents, please 
contact Julia Coffey, Project Coordinator, at: applications@rsacademics.com. Julia can 
also be reached by calling our Head Office on +44 (0)1858 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 
Thursday 6th and Friday 7th January 2022.

• Longlist interviews will take place at the School on Monday 24th January 2022.

• Shortlist interviews will take place at the School on Tuesday 1st February 2022.

RSAcademics is committed to promoting diversity and inclusion in schools. 

Founded in 2001 by Russell Speirs, RSAcademics has advised and supported over 700 schools and educational organisations in the UK and worldwide. Through our working partnerships 

with heads, leadership teams, boards, staff and parents, we specialise in supporting schools in five main areas: strategy, marketing and research; equality, diversity and inclusion; operational 

improvement; leadership and governance and philanthropy. We enable schools worldwide to thrive, by finding and developing senior leaders, guiding decision makers, making connections 

and shaping debate. We are known for the calibre and spirit of our people. We exist entirely to serve schools because we believe that the world needs thriving schools. Please visit  

www.rsacademics.com for more information.
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