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/  WELCOME
I am delighted that you are considering joining St 
Helen and St Katharine in the role of Director of 
Finance and Operations. As Headmistress, I have 
the immense privilege of watching our students 
experience defining moments that will transform 
their future. Our exciting educational environment 
is one in which the unique talents of each of our 
students are unlocked. 

One of the leading independent girls’ schools in the 
country, we have a committed and talented team 
of over 200 teaching and non-teaching staff who 
look after over 700 students, a beautiful 22-acre 
site and excellent facilities. Our estate has seen a 
transformation in the last decade with the opening 
of a new Sports Centre with national league standard 
courts, a fitness suite, an ergo suite and a group 
cycling room; a Science Centre with 12 laboratories 
and a 200sqm science themed glass atrium; a 3D 
Design Centre, and a state-of-the-art Library.

The successful candidate will oversee the completion 
of the building of our next big capital project – a 
new Sixth Form Centre which is due to open in 
autumn 2022, providing our senior students with the 
space and opportunity to grow their academic and 
extracurricular interests in readiness for their future. 

The School is in a strong financial position and over-
subscribed. We have the opportunities afforded by a 
large catchment (courtesy of our Joint Bus Service) 
and our further work with Abingdon School.

Opening up access for families who would not 
otherwise be able to afford the fees has always 
been central to our ethos. We are committed to our 
bursaries programme offering support of 20–100% of 
fees and are embarking on an ambitious fundraising 
programme to help achieve our goals.

As a key member of an excellent, strategic leadership 
team and in collaboration with the board of 
governors, the Director of Finance and Operations 
will help shape the future strategy for St Helen and 
St Katharine. We are seeking a bright, creative and 
visionary leader with outstanding financial acumen, 
ability to develop and empower others, and to work 
as part of a team to ensure the continuing success of 
the School.

I hope that you will be excited by the challenge of 
this opportunity. The appointee will be joining an 
outstanding team and working with some of the very 
best staff and students in the country. 

I look forward to your application.

Mrs Rebecca Dougall 
Headmistress



/ THE SCHOOL
Founded in 1903, St Helen and St Katharine is a 
leading independent day school for over 700 girls 
aged 9 to 18. 

At St Helen’s success is celebrated but not revered. 
The School is academically selective but applications 
are encouraged from all backgrounds – the School 
aims to recruit girls from both independent and 
maintained schools who demonstrate the potential 
to meet the academic and general standards 
commensurate with its ethos. Students achieve 
excellent academic results (95.8% A*–B at A-Level in 
2021) but the goal is to ensure that they all achieve 
success as they define it, so they can believe in 
themselves, their talents and abilities, and to equip 
them for life beyond the School. 

There is a welcoming atmosphere: students feel  
able to be themselves and relationships between 
students and staff are highly valued. It is a happy 
place where fun and laughter are central elements of 
school life. Students are eager to learn and motivated 
to do their best. They take advantage of the many 
opportunities on offer, including sport, the creative 
and performing arts, and the extensive range of 
extracurricular clubs and societies. Students are 
encouraged to challenge themselves and to take 
risks, both academically and beyond the classroom; 
the School is committed to creating a secure and 
supportive environment in which students feel able 
to make mistakes as they learn.

From September 2021 our student numbers will 
be 712, including 172 in the Sixth Form. The Junior 
Department consists of one Year 5 and one Year 6 class. 

There is a strong commitment to girls’ education, 
but close links with Abingdon School add a co-
educational dimension. Some subjects are taught 
jointly in the Sixth Form and there is collaboration in 
music, drama, extracurricular activities, and socially at 
all ages. The two schools operate a joint bus service 
serving Oxfordshire, Berkshire and Buckinghamshire.

The Headmistress is a member of both the Girls’ 
Schools Association (GSA) and the Headmasters’ and 
Headmistresses’ Conference (HMC), and the School is 
a member of the Association of Governing Bodies of 
Independent Schools (AGBIS) and the Independent 
Schools Bursars Association (ISBA).

There was a full ISI inspection in 2013, which 
judged the School as ‘Excellent’ in every category. A 
Regulatory Compliance Inspection in 2017 confirmed 
that the School was fully compliant with all the 
regulatory standards.



Facilities
St Helen’s is located on the edge of Abingdon, six 
miles south of Oxford. Set in 22 acres of grounds, 
students study in a campus-style environment of 
beautiful Edwardian and contemporary buildings. 
A stunning £7m Science Centre was completed in 
2014 providing 12 new laboratories, breakout spaces 
and a three-storey glass atrium. A new 3D Design 
Workshop and Design Hub was opened in 2015 and 
the new Sports and Fitness Centre opened in 2016. 
Other facilities include: well-equipped classrooms, 
including the Modern Foreign Language Learning 
Centre; a top-class library; extensive music facilities; 
an auditorium with a seating capacity of 500+, and 
the 120-seat Studio Theatre.

As the first element of a new 10-year 
development plan, work started on the new Sixth 
Form Centre in July 2021. Beautifully designed to 
harmonise with the existing architecture, this two-
storey building will provide Sixth Form students with 
the best possible learning and social spaces. At a 
cost of £7m, this exciting project is an expression of 
the Governors’ commitment to the future and their 
confidence in the School’s strong financial position. It 
is due to be completed in August 2022. 

Governance
The School of St Helen and St Katharine Trust 
is a charitable company limited by guarantee, 
company registration number 01710695 and charity 
registration number 286892. The School is governed 
by its Memorandum and Articles of Association, last 
amended in 2017.

The Governing Body has 12 members and is 
responsible for finding and appointing new 
Governors. The main sub-committee is the Finance 
& Systems Committee, through which the Building 
Development Committee reports to the Governing 
Body. There is also an Education Committee, Risk 
& Compliance Committee, and Remuneration 
Committee. The Foundation Committee is the  
sub-committee that leads the Trust’s fundraising and 
grant-making activities. 

Responsibility for the day-to-day running of the 
School is delegated to the Headmistress, the Director 
of Finance and Operations (DFO), Senior Leadership 
Team (SLT) and Senior Management Team (SMT).

The DFO is the Company Secretary but there is a 
separate Clerk to the Governors. 

https://www.shsk.org.uk/New-Sixth-Form-Centre.aspx
https://www.shsk.org.uk/New-Sixth-Form-Centre.aspx


Finances
The School is in a strong financial position. With an 
annual income of £12m, it generates very healthy 
surpluses – £1.5m in 2020–21. The finances have been 
carefully managed. Strong financial stewardship has 
been particularly important during the pandemic – 
the provision of high-quality education, and careful 
management of fees charged to parents, together 
with positive marketing and tight cost control, has 
maintained the School’s underlying financial strength.

Confident in the future and the finances, the 
Governing Body plan to make a significant 
investment in the facilities, with exciting future 
development plans for the School. The new DFO will 
play a key role in the development of the 10-year plan 
and its implementation. 

The School awards scholarships to recognise 
excellence, ability and potential. For applicants whose 
performance in the entrance tests suggests academic 
merit, but whose parents would otherwise not be 
able to afford the fees, means-tested bursaries may 
be awarded worth up to 100% of fees. Nine students 
are fully funded already, and the School’s ambition is 
to build on this by providing eight new, full bursaries 
for Sixth Form entrants, with an initial emphasis on 
the STEM subjects. Approximately 22% of current 
students benefit from some sort of financial support 
in the form of bursaries or scholarships.

The School has developed partnerships with a wide 
variety of schools through its creative partnership 
activity and through its membership of the OX14 
Partnership (a joint initiative between the state and 
independent schools within Abingdon). 

Income is also generated from commercial 
operations, including the letting of school facilities 
in the holidays. Under the direction of the DFO, 
the development of commercial activities and new 
income streams will form an important part of the 
School’s Strategic Plan. 



/ THE ROLE
The Governors are seeking to appoint an outstanding 
Director of Finance and Operations (DFO) to 
support them and the Headmistress in developing 
and implementing their vision for St Helen and St 
Katharine. 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 understand, interrogate and communicate 
financial information with confidence. Applicants 
should be able to demonstrate empathetic 
leadership and sophisticated people-management 
skills. The ability to communicate effectively with 
all stakeholders is critically important for this role. 
Emotional intelligence is essential. Prior experience 
of the education sector is not a requirement, but 
candidates will be expected to be supportive of 
independent education in general and the St Helen’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 
Headmistress. They will work closely together to 
shape the School’s nascent Strategic Plan – the DFO 
will play a key part in this process, both in developing 
the Plan and 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 & safety and data 
management), the estate (including the building 
fabric, technology, and environmental impact) and 
commercial activities. The ultimate aim is to ensure 
the smooth running of the School to support the 
Headmistress and Governors in delivering the best 
possible outcomes for students.



Leadership & Management
The DFO is a key member of the SLT. Its other 
members are the Headmistress, the Deputy Head, the 
Director of Students, the Director of Communications 
& Marketing, the Head of the Sixth Form and the 
Director of Academic Development and Partnerships. 
As a member of the SLT, the DFO will be expected 
to play a full part in School life. The DFO is also a 
member of the SMT, which, in addition to the SLT, 
includes the Head of the Junior Department, the 
Head of Lower School, the Head of Middle School and 
the Director of Studies. The Operations Manager and 
the Compliance Administrator and Health & Safety 
Coordinator are invited to Leadership / SMT on an 
occasional, agenda-specific basis.

The DFO has overall responsibility for a large and 
diverse team of over 100 support staff, with direct line 
management responsibility for:

• The Finance Manager. The Finance Manager is a 
qualified ACA. As well as being responsible for 
the finance function, and the two finance staff, 
they also line manage catering provision and 
housekeeping through the Executive Chef and the 
manager of the housekeeping team. The Finance 
Manager also deputises for the DFO post on a 
range of school activities

• The Operations Manager. The Operations Manager 
is responsible for the Joint Bus Service (operated 
jointly with Abingdon School, serving 25 routes 
and 1200 students), commercial lettings and 
systems including procurement and back-room 
aspects of IT

• The Compliance Administrator and Health  
& Safety Coordinator 

• The Estates Manager

The DFO is supported by an Assistant, who also 
carries out some finance functions.



Key Responsibilities 
Strategic Leadership and 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

• Advising and updating the Headmistress as 
appropriate, in all the key areas of responsibility 
outlined below

Governance

• Attend Governors’ meetings and Strategy Days 
and meetings of the Governors’ Finance & Systems 
Committee and Risk & Compliance Committee, 
providing relevant written and verbal briefings

• Manage the Risk Register

Finance

• Deliver an operating surplus of 15% of revenues

• Oversee the School’s £1.5m investment portfolio

• Provide the Headmistress and Governors with 
regular and accurate information about the 
School’s finances via written and oral reports 

• 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

• Advise the Headmistress 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

• Review and negotiate tenders and contracts

Buildings and Services

• Responsible for the planning and delivery of  
major capital projects and the rolling programme 
of refurbishment and enhancements of  
existing facilities 

• Direct the work of the Estates Manager and his 
team to ensure that the facilities are always  
well-presented and serviceable

• Oversee all aspects of site security including  
fire prevention

• Through the Finance Manager, direct the work of 
the housekeeping and catering teams

• Through the Operations Manager, oversee the 
Joint Bus Service



IT

• Lead IT Steering Group Meetings

• Review the performance of the outsourced IT 
contract/provider

• Review procurement systems for IT and support 
the preparation of the annual budget

• Work with others, including the Deputy Head, 
Director of Communications, Finance Manager and 
HR Manager to ensure that IT systems are fit for 
purpose and to inform planning and procurement

Human Resources

• Work with the HR Manager to manage the support 
staff in accordance with the School’s policies

• Engage actively in the performance review process

Risk Management, Compliance and Health 
& Safety

Supported by the Compliance Administrator and 
Health & Safety Coordinator:

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

• Ensure the School fulfils its duties under GDPR 
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

Fundraising

• Support the Foundation Committee on  
fundraising strategy and campaigns and the 
collection of Gift Aid

• In conjunction with the Head of Development 
develop a strong fundraising track record to allow 
the School to increase the number and value of 
bursaries offered

Business Development

• 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 Headmistress 
through business plans and strategic analysis

• Oversee the lettings operation including  
setting targets and developing current lettings  
and new opportunities, supported by the 
Operations Manager

• Ensure that sustainability is at the heart of all 
business development activity

Company Secretary

• Act as Company Secretary for The School of St 
Helen and St Katharine Trust



/ PERSON 
SPECIFICATION
The School 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 have 
excellent people 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  
St Helen and St Katharine.

Qualifications and Experience

• Degree level or equivalent

• Professional qualification in a relevant field

• Membership of a senior leadership team in an 
equivalent organisation, possibly in the education 
or service sector

• Leadership and management of a multi-
disciplinary team

• Financial management and budgeting

• Project management, including building projects

Skills and Knowledge

• Able to contribute effectively to the strategic 
development of the School, whilst maintaining 
direct operational responsibilities 

• Strong financial acumen and financial literacy with 
good analytical skills and the ability to present 
financial information clearly and concisely

• Strong interpersonal skills with a track record 
of working successfully with a diverse range 
of stakeholders; strong listening, negotiating 
and mediating skills; able to present coherent 
arguments, willing to challenge constructively 
and effectively whilst accepting and acting on 
collective decisions; confident and experienced in 
contract negotiations 

• Able and keen to lead by example; able to 
motivate and engage others, to generate the 
respect of stakeholders

• Able to delegate effectively; able to empower and 
sustain effective teams and individuals

• Able to manage a range of tasks and priorities 
whilst working to tight deadlines

• Business acumen and commercial awareness; 
an organised mindset, with excellent time 
management skills 

• Able to manage change

• Technically and IT literate, with practical 
knowledge of new technologies

• An understanding of property and  
facilities management

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

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

Personal Attributes

• High professional and personal standards, notably 
integrity, honesty and discretion

• Proactive, energetic and enthusiastic, with a 
positive ‘can do’ attitude

• Committed team player with a collegiate and 
collaborative approach

• A strong work ethic

• Resilient

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



/ TERMS AND 
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 currently double 
matches employee contributions with a  
minimum employee contribution of 3%. The 
maximum employer contribution is capped at  
10% of gross salary

• Generous holiday entitlement plus statutory  
bank holidays

• The benefit of a 20% reduction in hours during the 
school holidays (salary unaffected)

• The School currently operates a cycle to  
work scheme

• Employees are entitled to free school lunches 
when the kitchens are operating

• On-site parking

• Free use of the sports centre facilities at  
designated times



/ 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 Thursday 23rd September 2021.

Candidates should complete the RSAcademics 
application form electronically and submit it to 
RSAcademics, together with a letter of application, 
addressed to Mrs Rebecca Dougall, Headmistress, 
which explains their reasons for applying. 

Please visit the information page for this vacancy on 
the RSAcademics website here and click the Apply 
Now link. You will be taken to our online application 
portal where you will also be able to download an 
application form. Please follow the instructions 
provided to complete your application.

Should you have any queries relating to your 
application, please contact Jonathan Barnes, 
Head of Operations (Leadership Appointments) 
at: applications@rsacademics.com. Jonathan can  
also be reached by calling our Head Office on  
01858 383174.

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 27th September 2021

• Longlist interviews will take place on Friday 8th 
October 2021

• Shortlist interviews will take place on Friday 15th 
October 2021

St Helen and St Katharine 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. 

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, expertise and warmth. RSAcademics is committed to promoting diversity and 
inclusion in schools. Please visit www.rsacademics.com for more information.

mailto:ninalambert@rsacademics.com
https://www.rsacademics.com/vacancies
mailto:applications@rsacademics.com
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