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WELCOME



Dear Candidate,

Thank you for your interest in the position of  Director of  Finance and 
Operations at Manchester High School for Girls.

MHSG is a thriving independent day school for girls aged 4 to 18. We 
are a school with a pioneering history, and we are privileged to teach 
remarkable young women who – just like those before them – go on to 
be real agents of  change. Our pupils enjoy fantastic academic success, 
but we aim to educate the whole person; we help our pupils to develop 
those characteristics which will enable them to thrive and flourish 
beyond the school gates. Thus, extra-curricular opportunities and the 
wellbeing of  the individual are at the heart of  our ethos at MHSG, as 
well as the fulfilment of  academic potential.

The Director of  Finance and Operations will play a fundamental role 
in our whole-school Senior Leadership Team. Responsible for the daily 
non-teaching operations of  the School, the DFO will have excellent 
financial acumen and will be able to provide clear day-to-day leadership 
and direction to a diverse range of  teams. The DFO will also be crucial 
to the ongoing strategic development of  the School as we continue 
in our mission to provide the very best educational experience for 
our pupils. The role provides a fantastic opportunity for a proactive, 
forward-looking person, currently in either the public or private sector, 
who wants to work in an exciting and vibrant environment.

I look forward to receiving your application.

Helen Jeys

Head Mistress



THE SCHOOL



Manchester High School for Girls is one of  the leading independent 
girls’ day schools in the country. Situated in the Fallowfield area of  
Manchester, it is a selective, academic, 4–18 school with almost 1,000 
pupils. In 2019, it received The Sunday Times North West Independent 
Secondary School of  the Year Award. 

The School was founded in 1874 “To impart to the pupils the very best 
education which can be given and to fit them for any future which may 
be before them”. From the Pankhurst sisters and the first female Chief  
Cashier at the Bank of  England to the first woman Bishop in the Church 
of  England, Manchester High School for Girls’ alumnae have not only 
changed how women are perceived, but they have also driven forward 
the spheres in which they have worked. Today, the School upholds 
these guiding principles by encouraging each individual pupil to achieve 
educational excellence across a broad range of  learning opportunities, 
both within and outside the classroom, and to develop an awareness of  
their own value and a sense of  responsibility towards others.

The School aims for pupils to become academically well-educated, 
confident, independent-minded young women who can compete at any 
level in any area of  life. Pupils are encouraged to embrace diversity and 
to become responsible citizens and caring people who can contribute 
positively to a global society.

A broad and balanced academic curriculum, as well as a vibrant extra-
curricular programme, all underpinned by high moral standards, ensure 
the success of  these aims. High aspirations are encouraged by offering 
the very best educational opportunities in an environment that is 
modern and spacious with very high-standard facilities. Recent building 
developments have included a Sixth Form Centre and new facilities for 
the Preparatory Department.

Pupils at Manchester High School for Girls reflect the diverse population 
of  Greater Manchester in terms of  ethnic background, faith and 
economic circumstances. Means-tested bursaries are offered to make 
places available to those from low-income families, and approximately 
10% of  pupils in the Senior School are in receipt of  some form of  
financial assistance.

The Independent Schools Inspectorate (ISI) conducted an educational 
quality inspection of  the School in 2019. MHSG secured the highest 
possible rating of  ‘excellent’ in both aspects of  the inspection. ISI 
conducted a regulatory compliance inspection in 2016, concluding that the 
School was fully compliant with all the relevant regulatory requirements.

Following her appointment in 2020, the new Head Mistress led a review 
of  the School’s strategic objectives with staff and Governors, resulting in 
the recent publication of  the School’s Aims, Mission, Vision and Strategic 
Objectives. The objectives include some that will be of  particular 
interest to the new Director of  Finance and Operations, including:

• Aiming to become a carbon-neutral school

• Developing financial, estates and technology strategies that ensure 
outstanding and sustainable facilities and resources that appeal to 
current and future students

• Ensuring a comprehensive fundraising strategy to increase the current 
bursary provision

• Pursuing an international MHSG strand

Facilities
Manchester High School for Girls has a large site and a sense of  green 
space whilst being within two miles of  the centre of  Manchester. A large 
public park on three sides of  the site adds to the green environment 
around the School. Pupils attending the School travel from a broad 
geographical area, including Greater Manchester, Cheshire, Derbyshire 
and Lancashire.

The original school premises on Grangethorpe Road were built in 
the early 1950s. In the last two decades, an ambitious refurbishment 
and development schedule has seen the classrooms, laboratories and 
specialist subject accommodation transformed. Modernisation of  
the dining room and kitchens, library, main hall, three ICT suites, two 
language laboratories and greatly improved work facilities for staff have 
completed the upgrades. Drama is taught in a studio fitted with industry-

standard theatrical equipment, and music thrives in the purpose-built 
Music House, a lively centre of  creativity. The construction of  an 
impressive Sports Complex (including Fitness Suite, Dance Studio and 
climbing wall) was completed in September 2006. A first-floor extension 
and refurbishment of  the Preparatory Department, providing four 
additional classrooms, was completed in August 2012. A state-of-the-art 
Sixth Form Centre was completed in summer 2014, including the 120-
seat Zochonis Lecture Theatre, an ICT suite, three science laboratories, 
classrooms and the Carole Nash Café. 

Following the publication of  the School’s Aims, Mission, Vision and 
Strategic Objectives, the Head Mistress is leading a review of  the site 
and the accommodation. The new DFO will play a key part in that 
review and the implementation of  plans to develop the facilities.

https://www.manchesterhigh.co.uk/about/vision
https://www.manchesterhigh.co.uk/about/vision
https://www.manchesterhigh.co.uk/about/vision
https://www.manchesterhigh.co.uk/about/vision


Governance, Leadership 
and Management
The School is a company limited by guarantee as well as a registered 
charity. The permanently endowed land and buildings are held in 
trust by the MHSG Property Trust. The two charities are linked, and 
consolidated accounts are submitted to the Charity Commission.

The School is supported by the Manchester High School for Girls 
General Charitable Trust, operating as the MHSG Bursary Fund; 
some of  its Trustees are shared with the main Board but others are 
independent. The Fund’s purpose is to support and assist the School in 
the provision of  bursaries.

The Governors determine the strategic direction and policy of  the 
School, but the day-to-day management is delegated to the Head 
Mistress, DFO and wider Senior Leadership Team (SLT).

There are currently 15 Governors. The full Board meets once a 
term and there are five committees: Finance, Estates, Marketing & 
Development, Personnel, and Academic Development. Each sub-
committee also meets once a term and reports to the full Board. 
Meetings to consider specific projects, such as the development of  
the Strategic Plan, take place as required. The Head Mistress attends 
all formal meetings, and other members of  the SLT attend meetings 
relevant to their role. The DFO attends Finance, Estates, Personnel and 
full Board meetings, together with other meetings, as required.

There is a separate Clerk to the Governors, who also fulfils the role of  
HR Assistant.

School Finances
As a consequence of  its outstanding reputation and astute management 
of  its resources, Manchester High School for Girls is in a very healthy 
financial position. Fees for both the Preparatory Department and 
the Senior School are very competitive: sound financial management 
coupled with highly effective financial controls ensure good value for 
money. The School has an excellent track record of  producing sufficient 
cash surpluses to sustain a major capital development programme. 
With an annual income of  over £10m, Manchester High generates very 
healthy surpluses – over £1m in 2020 before depreciation.

The Governors delegate financial responsibility to the Head Mistress 
who, in turn, delegates to the Director of  Finance and Operations. 
Confident in the future and the finances, the Governing Body expect to 
continue to invest in new facilities and upgrades in the coming years to 
support the Head Mistress’s ambitions for the School. The new DFO 
will play a key role in both the development of  the estate plan and its 
implementation.

Manchester High School for Girls is not an elitist school, and the work 
of  the Development Department in raising money for the MHSG 
Bursary Fund to provide means-tested bursaries is seen as crucially 
important to maintaining the School’s inclusive ethos. The Fund 
currently stands at about £3.5m, and typically provides annual bursary 
grants in excess of  £400,000. The long-term aim is for pupils to join 
the School on a ‘needs-blind’ basis; the target is to increase the Bursary 
Fund by £2m by 2024 and by £1m each year thereafter. In 2019–20, 
84 pupils benefitted from bursary support, of  which 42 pupils received 
100% fee remission.

Income is also generated from commercial operations, including the 
letting of  school facilities in the holidays, generating in excess of  £50,000 
a year. Manchester High’s facilities are used by multiple groups and 
individuals, including various Manchester University clubs and societies, 
as well as a range of  community organisations.



THE ROLE



The Governors are seeking to appoint an outstanding Director of  
Finance and Operations (DFO) to support the new Head Mistress in 
developing and implementing her ambitious plans for Manchester High 
School for Girls. This is an exciting opportunity for a talented, proactive 
and energetic individual to join the Senior Leadership Team and 
contribute to the development of  this excellent School. 

Candidates will be able to demonstrate proven ability in senior 
leadership, including managing resources effectively, delivering results, 
thinking strategically, and inspiring and motivating others. They will 
possess strong financial acumen and be able to model, understand, 
interrogate and communicate financial information with confidence and 
clarity. Applicants will need to demonstrate that they have the energy 
and enthusiasm to support the Head Mistress and SLT both in the 
day-to-day operation of  the School and its strategic development. The 
ability to communicate effectively with all stakeholders is essential for 
this role. Prior experience of  the education sector is not a requirement, 
but candidates will be expected to believe in the transformational 
opportunities education provides and be supportive of  independent 
education in general and Manchester High’s ethos in particular.

The responsibilities outlined below are not exhaustive but are indicative 
of  the requirements of  this significant and wide-ranging role.

The DFO reports to and is a key strategic ally of  the Head Mistress. 
They will work closely to shape the School’s Strategic Plan – the DFO 
will play a key part in this process, both in developing the plan and in  
its implementation. 

Core Purpose
As well as playing a key part in the strategic development of  the School, 
the DFO is responsible for the effective leadership and management of  
all the support functions of  the School, including the effective application 
and management of  resources. This extends to responsibility for 
finance, operations, compliance (including health and safety and data 
management), the estate (including the building fabric, technology, and 
environmental impact) and commercial activities. The aim is to ensure 
the smooth running of  the School to support the Head Mistress in 
delivering the best possible outcomes for pupils, whilst contributing to 
the development of  future plans and their implementation.

Leadership and 
Management
The DFO is a key member of  the SLT, which meets at least weekly. Its 
other members are the Head Mistress, Deputy Head (Pastoral), Deputy 
Head (Teaching and Learning), Head of  Preparatory Department, 
Assistant Head (Sixth Form Studies), and the Development and 
Marketing Director.

The DFO has overall responsibility for a large and diverse team of  
support staff, with direct line management responsibility for:

• Finance. The DFO is assisted by a Finance Manager and three 
additional staff. The Finance Manager also manages the lettings 
operation. In addition to the School’s finances, the DFO works 
closely with the Trustees of  the MHSG Bursary Fund and the 
investment managers

• Estates. The DFO is the School’s lead on capital projects, including 
the procurement of  design team professionals, working closely with 
the architect and a professional team of  contractors. The day-to-day 
running of  the site, services and maintenance is managed through the 
Site Manager

• Catering and Housekeeping. The DFO is responsible for 
the effective provision of  catering and cleaning services through the 
Catering Manager and Cleaning Manager, respectively. Both services 
are currently outsourced to Sodexo, with whom the DFO is the main 
point of  contact

The DFO also line manages the Director of  Digital Solutions for the 
aspect of  their role which pertains to computing infrastructure. 



KEY RESPONSIBILITIES



Strategic Leadership  
& Management
• As a key member of  the SLT, contribute to developing and 

implementing the School’s vision and strategy, with particular 
responsibility for improving business and operational performance

• Ensure the smooth running of  all the School’s support operations

• Lead by example: be an inspiring leader of  the support staff, bring out 
the best in them, and facilitate strong working relationships between 
the teaching and support staff

• Assist the Head Mistress with her responsibilities for the day-to-day 
management of  the School

Governance
• Attend full Governing Body meetings and Finance, Estates and 

Personnel committee meetings, providing relevant written and  
verbal briefings

• Provide advice to the Trustees of  the MHSG Bursary Fund

• Work closely with the Clerk to the Governors

• Manage the Risk Register

• Ensure compliance with routine company and charity regulatory 
requirements

Finance
• Provide the Head Mistress and Governors with regular and accurate 

information about the School’s finances via written and oral reports, 
including financial modelling and analysis

• Oversee the work of  the Finance Manager and team, including 
the provision of  budgets, cash flow forecasts, management and 
statutory accounts, the annual audit, the processing of  the payroll and 
pensions, billing, purchasing and the Asset Register 

• Ensure that a robust system of  internal controls is in place and 
operated effectively

• Analyse school fees and costs, including benchmarking

• Ensure fair but robust debtor management, including meeting with 
parents when necessary

• Oversee bursary and hardship applications 

• Advise on remuneration and reward strategies and implement any 
approved changes

• Advise the Head Mistress and Governors on any requirements for 
borrowing and ensure compliance with any covenants

• Manage relationships with key external services, including the bank, 
auditors and insurers

• Procure appropriate services, including the reviewing and negotiating 
of  tenders and contracts

• Liaise with the investment managers responsible for the MHSG 
Bursary Fund

Estate, Facilities & Services
• Be responsible for the planning and delivery of  major capital projects 

and a rolling programme of  refurbishment and enhancement of  
existing facilities 

• Direct the work of  the Site Manager and their team to ensure  
that the facilities are always well maintained, well presented  
and serviceable

• Oversee all aspects of  site security, including fire prevention and 
safeguarding

• Manage the contract caterers and contract cleaners

IT
• Work with the Director of  Digital Solutions, who also reports 

to the Deputy Head (Teaching and Learning), to ensure the IT 
infrastructure, architecture and hardware are fit for purpose and have 
the capacity to meet future needs

• Liaise with the Director of  Digital Solutions to ensure the  
effective provision of  IT hardware and software for finance and 
administrative purposes



Human Resources
• Be responsible for the effective management of  the support staff, 

including their wellbeing

• Review, maintain and act in accordance with relevant HR policies, 
including support staff contracts (N.B. the HR Assistant, who also 
assists the Head Mistress with the HR aspects of  the management 
of  the teaching staff, maintains the Single Central Register, including 
support staff entries)

• Engage actively in the performance review process

Risk Management, 
Compliance and Health 
and Safety
• Act as the School’s Health and Safety Officer, including acting as 

secretary to the School’s Health and Safety Committee

• Ensure compliance with all applicable laws and regulations, including 
health and safety (including fire), equality and inclusion laws and the 
relevant sections of  the Independent Schools Standards

• Ensure, as Privacy and Compliance Officer, that the School fulfils its 
duties under data protection laws, including the management and 
reporting of  any issues

• Direct arrangements for the identification, assessment and 
management of  risk, including oversight of  the risk assessment 
process and Risk Register

• Lead critical incident and business continuity planning to ensure that 
the School is well prepared for any emergency

• Ensure that appropriate and adequate insurance is in place; be the 
School’s principal point of  contact with the insurers

Fundraising
• Work closely with the Development and Marketing Director to 

support the fundraising strategy and campaigns and the collection of  
Gift Aid

Business Development
• Oversee the letting of  the premises to outside organisations

• Develop and implement a strategy to increase non-fee income, 
including grants and lettings 

• Coordinate the preparation and presentation of  business cases for 
major projects

• Assist in the marketing and development of  the School in 
consultation with the Head Mistress through business plans and 
strategic analysis



PERSON SPECIFICATION



Manchester High School for Girls is seeking to appoint a Director of  
Finance and Operations with strong leadership and management skills, 
vision, empathy, and the highest standards of  personal integrity. He 
or she will be intelligent, innovative, energetic and enthusiastic, with 
well-developed communication skills, and be capable of  building close 
working relationships with all members of  the School community.

Candidates must empathise with and be committed to independent 
education generally and to the high-achieving, single-sex education 
provided by MHSG.

Qualifications and 
Experience
• Degree level or equivalent

• Membership of  a senior leadership team either in a school or a 
comparable working environment

• A strong track record of  managing a range of  support services to a 
high standard 

• Extensive experience of  effective financial management and 
budgeting

• Success in the delivery of  projects

• Experience of  leading on strategy and managing change

Skills and Knowledge
• A strategic thinker with the ability to contribute to the strategic 

development of  the School whilst maintaining direct operational 
responsibilities 

• Creative and visionary in respect of  the development of  this role and 
the School

• Strong financial acumen and financial literacy with good analytical 
skills and the ability to present financial information clearly and 
concisely. Knowledge of  investment procedures

• Strong interpersonal skills with a track record of  working successfully 
with a diverse range of  stakeholders

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

• Technically and IT literate with practical knowledge of  new 
technologies

• An understanding of  property and facilities management

• A working knowledge of  risk and compliance, the law and the 
regulatory framework affecting charities, companies and schools, 
including safeguarding and data protection 

• Commercially aware, with a willingness to identify appropriate 
revenue-generating activities 

• Comfortable working in a regulated environment and committed to 
ensuring that the School is compliant

Personal Qualities
• High professional and personal standards, notably integrity, probity 

and discretion

• Leads by example, commands respect and empowers others 

• Committed team player with a collegiate and collaborative approach

• Ability to motivate and engage others 

• Good communication and negotiating skills

• Ability to quickly grasp the fundamentals of  relevant information

• Proactive, dynamic, energetic and enthusiastic, with a positive ‘can 
do’ attitude and a willingness to be ‘hands-on’

• Flexible (including working hours), recognising the need to ‘get the 
job done’

• Comfortable seeking and taking responsibility for matters beyond 
the DFO’s usual portfolio, but with an awareness of  when to seek 
specialist advice

• Fair and calm, diplomatic, and empathetic with good judgement 

• Values and promotes inclusion and has the skills to support an 
inclusive and diverse school community



TERMS & CONDITIONS



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

The main provisions are likely to include:

• Employees may join a stakeholder pension scheme to which  
the School makes a contribution

• 50% fee remission for eligible children who meet the  
entry requirements

• Annual leave entitlement of  25 days (increasing to 28 days  
after 2 years’ continuous service and 33 days after 5 years)  
plus bank holidays 

• Private medical insurance for the Director of  Finance and Operations 



APPLICATION PROCESS



Interested candidates are invited to contact RSAcademics in the first 
instance to arrange a confidential discussion with Nina Lambert,  
Head of  Bursar, Marketing and Development Search: 
NinaLambert@rsacademics.com

The deadline for receipt of  applications is 10.00am on Tuesday 26th 
October 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 in the week commencing 1st November 2021

• Longlist interviews will take place at the School on Monday 15th 
November 2021

• Shortlist interviews will take place at the School on Wednesday 
24th November 2021

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.

Manchester High School for Girls is an equal opportunities employer and welcomes applications from all sections of  the community.  MHSG 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

mailto:NinaLambert@rsacademics.com
https://www.rsacademics.com/current-vacancies/dfo-mhsg/
mailto:applications@rsacademics.com

