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The School
QEH aims to produce young adults 
who are well-educated, not just 
well-qualified.  Founded in 1590 
and occupying a prominent city 
centre site, QEH is well known 
within a competitive market for 
high academic achievement, rich 
extra-curricular activities and 
high quality pastoral care based 
on strong values of personal 
integrity and community service.

With more pupils than ever before, 
the school continues to go from 
strength to strength.  There are 630 
pupils in the senior school, of which 
just under 200 are in the Sixth Form.  
This includes a growing number of 
girls following the school’s move 
to post 16 co-education twelve 
months ago.  The Junior School, 
which recently celebrated its 10th 
anniversary, occupies the same 
site and has around 100 boys.

QEH is an ambitious school and 
continues to invest in exciting 
projects, both at home and abroad.  

Having consistently attracted a 
number of international students 
into the Sixth Form, governors are 
now working towards establishing 
an overseas franchise in China.

Recent developments at home include 
a new £3.5million Science and Art 
building, new Sixth Form recreation, 
study and cafeteria facilities, along 
with redesigned and expanded 
facilities for music and IT.  The school 
owns extensive playing fields at 
Failand about 4 miles from the school 
and  the next phase of the School’s 
growth will be to develop the sports 
facilities at Failand. The Director 
of Finance and Administration and 
the team will be at the heart of 
this next ambitious phase in the 
continuing evolution of QEH.

QEH is also proud of its use of 
endowment income to offer assistance 
to pupils of limited financial means.

The Heads are active members 
of HMC, and IAPS. The school 
is a member of ISBA.

The Appointment
This appointment offers 
an exciting opportunity 
to lead the Finance and 
Administration department 
in one of the South West’s 
leading academic schools.

The Board of Governors 
are seeking to appoint an 
outstanding candidate who 
will have responsibility 
for leading and managing 
the financial direction 
and development of the 
school and is capable of 
assisting them in delivering 
world-class outcomes.
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Aims and Values
The Director of Finance and 
Administration will need to be able 
to empathise with, and develop 
the role within the context of the 
School’s core values, which are:

 ● to nurture and develop each 
pupil’s intellectual and spiritual 
independence, their creativity 
and ability to appreciate 
beauty and excellence through 
activities in and out of class;

 ● to support each pupil’s 
personal development within 
a caring community, helping 

them to become resilient, self-
confident and self-aware;

 ● to help pupils to appreciate the 
importance of working with others 
and forming and maintaining good 
friendships, of respecting different 
views, having a global perspective 
and of understanding that life 
is not just about themselves;

 ● to help pupils to develop a strong 
character and a clear sense of right 
and wrong based on Christian 
principles whilst welcoming 
pupils of all faiths and none;

 ● to prepare pupils to enter 
the next phase of their lives 
as leaders with appropriate 
confidence, aspiration and skills;

 ● to enable pupils from a wide 
variety of social, ethnic and 
financial backgrounds to attend 
the school, support the work of 
local maintained schools and 
encourage pupils to seek to serve 
the community locally and beyond.

Scope and Purpose of the Role
Title: Director of Finance 
and Administration

Reporting to the Head for all day-
to-day matters and is accountable 
to the governing body, via the 
Chair of Governors, for the 
financial wellbeing of the school 
and the control of its assets.

The core purpose of this role is to 
provide financial management of 
the school that will promote a secure 
foundation from which to achieve high 
standards in all areas of the school’s 
work and future development.

To achieve success, the Director of 
Finance and Administration will:

 ● Share the School’s vision and 
strategic plan, ensuring that 
these are delivered within budget 
and established timeframes;

 ● Support the Head in maintaining a 
strong leadership and management 
team which provides clear 
direction and maintains the highest 
standards across the School;

 ● In the role of Clerk to the Governors, 
ensure that the school is compliant 
in all requisite legal obligations; 

 ● Ensure a strong and controlled 
financial performance;

 ● Ensure the grounds and buildings 
are secure, well maintained and 
attractive and create a positive 
educational environment;

 ● Lead on all HR matters in 
the school with enthusiasm, 
professionalism and integrity; 
demonstrate an understanding 
and commitment to providing 
public benefit, including the 
provision of bursaries;

 ● Lead on IT infrastructure 
to ensure the School has a 
first-class IT resource.
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Specific Responsibilities
Strategic Development

 ● Assist in the formulation and 
implementation of the school’s 
strategic development plans 
ensuring that they are financially 
viable and appropriately resourced.

Finance

 ● Ensure the School’s finances are 
robust to enable the fulfilment of 
plans for the School’s development.

 ● Provide financial analysis and 
reporting to all appropriate 
bodies, including:

 · Preparation of annual budgets 
and business plans;

 · Variance monitoring and 
reporting with recommendations 
as appropriate;

 · Preparation of annual 
report and accounts and 
submission to the appropriate 
authorities on a timely basis;

 ● Optimisation of short term cash 
flow and ensure medium to long 
term investment is carried out in 
accordance with agreed policy;

 ● Provide an accurate and 
timely financial administration 
service, including:

 · Payroll Administration

 · Preparation of pupils’ bills 
and collection of fees in 
accordance with school policy;

 ● Ensure all scholarship and bursary 
schemes are administered in 
accordance with school policy;

 ● Inform the Governing Body on 
a regular basis of the financial 
state of the school and any 
tax or financial implications 
for its charitable status;

 ● Regular review and renegotiation 
of tenders and contracts, including 
all insurances, to ensure and 
maintain best value for money.

Buildings and Estates 
Management

 ● Manage plans for the continuing 
enhancement of School facilities; 
ensure these are delivered to time, 
budget and specification; 

 ● Ensure maintenance and 
security of buildings to a 
high standard of repair.

Catering

 ● Ensure the catering service 
provides nutritious meals 
which comply with modern 
dietary standards and 
enhance pupil learning.

Human Resources

 ● Work with the Head to ensure 
compliance with all relevant 
aspects of employment law 
including the provision of 
employment contracts;

 ● Maintain and operate appropriate 
disciplinary and grievance 
procedures and, when required, 
act as the Head’s adviser 
on employment matters;
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Health and Safety

 ● In conjunction with the Head, 
formulate, monitor and implement 
the school’s policy to comply 
with the relevant requirements of 
Health and Safety legislation.

Maintaining appropriate 
information technology 
systems

 ● Work with the Head to propose 
ways in which IT can support 
and enhance pupil learning;

 ● Provide the required levels of 
recording and production of 
information for the effective 
operation of the school;

 ● Update IT systems as required 
and ensure all precautions are 
taken against cyber attack.

Compliance and Risk

 ● Ensure that QEH meets all statutory 
and regulatory requirements;

 ● Manage a systematic and 
thorough review of risk.

Clerk to the Governors

 ● Compile and disseminate papers 
and agenda for the Governing 
body and its committees;

 ● Arrange for minuting of all 
board and committee;

 ● Provide the Chairman with 
appropriate professional advice.

The Successful Candidate will demonstrate:
 ● Strategic analytical skills 

of the highest order;

 ● Successful senior management 
experience with an outstanding 
record of financial administration, 
management and project control;

 ● Knowledgeable awareness of 
contemporary educational issues 
and competitive markets;

 ● Education to degree level and 
possessing a professional or 
business qualification, including an 
advanced financial qualification;

 ● Dynamic and inspirational qualities 
as a leader and motivator;

 ● Integrity, providing wise 
leadership and example;

 ● Understanding of the importance 
of change management, 
supplemented by the capacity 
to communicate succinctly 
and engage with all sections 
of the school community;

 ● Flair for income generation and 
all entrepreneurial activities, 
with the capacity to extend 
traditional boundaries and 
reach out to new ones;

 ● Experience of IT system oversight;

 ● Team playing skills, genuinely 
sensitive to the ideas 
and needs of others;

 ● Experience of construction 
and maintenance projects;

 ● A clear understanding and interest 
in the education of young people;

 ● Sensitivity to and support for 
the values and culture that are 
central to QEH in a manner 
that expresses integrity;

 ● An eye for detail.
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Remuneration
The successful candidate will 
be appointed to a point on the 
Leadership scale with a range 
allowing for increase, subject to 
performance. Private medical 
insurance will also be paid for 
the successful candidate.

The package will include  
contribution to the support 
staff pension scheme.

Children of staff are educated 
with a remission on fees/salary 
sacrifice (which, currently, also 
applies to daughters educated 
at Redmaids’ High School).

Timetable
The Director of Finance and 
Administration will be expected 
to commence in May 2019.

The Closing Date for Applications  
is Monday 26 November 2018

Long List interviews will be held  
on 4 and 5 December 2018

Final interviews will be held  
on 12 and 13 December 2018

QEH is committed to safeguarding and 
promoting the welfare of children and 
young people and expects all staff and 
volunteers to share this commitment. 
An enhanced DBS check is required 
for all successful applications.
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HOW TO APPLY
Candidates wishing to apply should:

 ● Visit the AMC website, clicking on the link ‘Apply Now 
(for current vacancies)’ and complete the online form;

 ● Upload a CV and covering letter to complete the 
application process;

 ● If you encounter difficulty with the online procedure, 
please contact: nikki@anthonymillard.co.uk  
or telephone +44(0)203 4275414; 

 ● For an informal discussion about the post please 
contact Anthony Millard on +44 (0)7768 687052 or 
anthony@anthonymillard.co.uk    
or David Pullinger on +44 (0) 7761 753396 
or david@anthonymillard.co.uk;

 ● Applications will be acknowledged and then 
evaluated against the selection criteria;

 ● The letter of application should contain the 
names, addresses, email addresses and 
telephone numbers of three referees to include 
your current and past direct line manager;

 ● Full references will be required for the short list 
interviews, but will only be taken up when AMC has 
received specific consent from candidates to do so;

 ●  Short listed candidates will be required to 
bring original documentation, proof of identity 
and certificates with them to interview.

Anthony Millard Consulting
Anthony Millard Consulting was established in the 
summer of 2004 to provide the British education 
sector, both in the UK and internationally, with first 
class strategic and recruitment consultancy.

In addition to managing the search and selection of 
Principals, Heads, Bursars, Marketing and Development 
Directors, advice is provided on governance, 
management structures, appraisal, development 
planning, marketing / PR and fundraising.

Our clients range from top international and 
independent schools to state comprehensive 
schools, to public and private companies involved 
in education. These clients are located globally and 
a list of them can be found on AMC’s website.

Further information is available at  
www.anthonymillard.co.uk

We have a sister company, AMC Teacher, which 
provides outstanding teachers to the world’s 
top schools - www.amcteacher.co.uk
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