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Founded in 1432, Sevenoaks enjoys a global reputation as a centre of academic excellence and a 
flagship school for the International Baccalaureate. A co-educational day and boarding school, it offers 
a stimulating, intellectually demanding and balanced education for pupils from the age of 11 to 18. 

Inspiring facilities, together with expert, enthusiastic and imaginative teaching, provide rich 
opportunities for students participating in lessons, and a wide variety of sports and the performing 
arts. 

The school’s international make-up and outlook promote the principles of tolerance and open-
mindedness. About 350 pupils board in the seven boarding houses, and students originate from some 
40 countries worldwide. 

In 2013 the Independent Schools Inspectorate (ISI) awarded Sevenoaks School the rare accolade of 
‘Exceptional’ for its students’ achievement.  In the new style inspection in 2017 pupils’ achievement 
and personal development were judged excellent, the highest grades. Sevenoaks was also the highest 
performing fully co-educational school, and the one with the largest cohort, in The Sunday Times 
Parent Power’s top 50 fee-paying schools for the IB in 2015. In 2017 we were, for the second time in 
10 years, awarded The Sunday Times Independent School of the Year for 2018.

This excellence is achieved by bright, motivated students, inspired by highly qualified and dedicated 
teachers in well-resourced classrooms. The school has over 150 teaching staff, well supported by a 
large team of professional administrative and technical staff. A strong pastoral team of specialist 
tutors, boarding house staff and year heads give care and guidance, promoting student welfare and 
happiness. The mutual respect shared by students and staff generates a harmonious and purposeful 
atmosphere. 

The school is situated in the Kent market town of Sevenoaks and has a prime position at the top of the 
high street.  The 100-acre site, which includes a number of listed buildings, is beautifully landscaped 
and adjoins the medieval deer park of Knole, yet London is only a 30-minute train ride away.  Gatwick 
airport is only 30 minutes by car, and there are good transport links to other London airports and the 
Channel Tunnel.

The School 



The school has first class resources and facilities, including a superb sports centre (The Sennocke Centre) 
opened in 2005.  A state-of-the-art performing arts centre (The Space) which provides four outstanding 
venues for music and drama, was opened in 2010.  A £32m investment in a new world-class building that 
will accommodate science & technology teaching, a large multi-purpose space, study and recreation 
space for the sixth form, and higher education and careers along with a café, meeting rooms, and space 
for support staff working in IT services and exam administration, will be completed in summer 2018, ready 
for occupation and teaching at the start of the new academic year. An additional boarding house for boys 
in the gardens of a local landmark country house that is a boarding house for girls, will be completed in 
summer 2019.

The school’s strategic plan Horizon 2020 (http://inspire.sevenoaksschool.org/our-priorities/) is reaching 
fulfilment, and the school is now working on its successor Horizon 2032 (which will mark the 600th

anniversary of the school).  This next stage in the ambitious development of the school will seek to 
strengthen the school’s position at the forefront of education in a rapidly changing world, focussing on 
how to make a broad, deep and sustainable impact on the local, global and digital community. 

The school has significant and growing connections with schools in the state sector, both at primary and 
secondary level.  These, and other community service activities, are part of the educational ethos and 
curriculum of the school, both for pupils, teachers and non-teaching staff.  The school hosts a large 
number of activities for visiting local school children, and provides training and networking events for 
teachers. There are numerous sporting, musical, drama and other activities, aimed at pupils, parents and 
members of the public.  Out of term time, in addition to continuing with some of the outreach and 
community activities, the school also offers additional day and residential programmes to its own and 
other pupils and may also hire out its facilities from time to time to other organisations.  In particular the 
Sports Centre and the Performing Arts Centre are used to generate commercial revenue in addition to 
being major educational facilities for the school.  All of these activities in addition to the lively day to day 
academic life of the school ensure that excellent use is made of the assets and facilities. 

Further information about the school can be found at:  www.sevenoaksschool.org

The School (continued)

http://inspire.sevenoaksschool.org/our-priorities/
http://www.sevenoaksschool.org/


The Director of Operations will be in 
harmony with the overall values and 
objectives of the school and, specifically, 
responsible for the smooth and safe 
operation of the busy campus, ensuring 
the needs of pupils, staff, external hirers, 
community and other visitors are 
met. He or she will be responsible for 
the leadership and strategic 
development of a number of key areas, 
including the main school office, 
marketing and communications, event 
management, health and safety, 
catering, security, domestic services and 
transport.

An experienced team of staff have day to 
day responsibility for each of these 
diverse areas and report to the Director 
of Operations.  The Director of 
Operation’s overall responsibility will 
therefore be to build a well-organised 
team that possesses a collaborative and 
cohesive spirit that supports the superb 
education provided by the school.

The role will report to the Bursar and 
Clerk to the Governors.

The Role 

The pace of development of the school in recent years means that there is now a need for a Director of Operations to provide first class leadership of 
the school’s support operations, and to contribute to its wider strategic development as a significant part of an experienced senior leadership team. 



support the work of the Admissions and Development
Departments, Outreach programmes, Easter and summer
external programmes and various external lets.

• Manage budgets, ensuring effective deployment of
resources and accurate forecasting of performance.

• Ensure the work of marketing and communications team
supports the strategic objectives of the school, makes
productive and effective use of their resources, and
collaboratively supports the particular needs of the
Admissions, Development and other departments.

• Collaboratively with the Senior Deputy Head, when
appropriate, ensure the school office manager and their
team provides a first class administrative service to
parents, pupils and staff.

Main Responsibilities

• Develop a good understanding of the ethos and mission of the school and, alongside the Head, Bursar and other senior staff, contribute to the
development and implementation of the next stage of the school’s strategic plan.

• Lead, motivate, train and develop a large team of support staff through nine direct reports, managing the latter by setting objectives, monitoring
progress, and addressing any workload/other concerns or performance issues. (Note for information: Head of Marketing/Communications,
School Office Manager, Health & Safety and Operations Manager, Operations Manager (Performing Arts Centre), Operations Co-ordinator
(Science & Technology and Sixth Form Centre), Senior Operations Co-ordinator; Operations Co-ordinator (External Programmes), Lettings
Supervisor, and the Contract Catering Manager. The Director of Summer Programmes will also be part of the Operations team, but will report
directly to the Bursar until the new summer programme is successfully launched in summer 2019 and becomes operationally embedded.) This is
a large and varied team and there will be scope for the successful applicant to review its structure and organisation further once settled in post.

• Create a framework and promote a culture of continuous improvement across the Operations team, ensuring that the staff, processes,
procedures and systems provide a first class service to the educational work of the school, including the many and varied extra-curricular
activities and a number of large, high-profile events that



• Ensure the high standards of cleanliness across the school and boarding houses are 
maintained in a professional and cost-effective way, looking for improvements wherever 
possible. 

• Ensure the security of the school, in particular the boarding houses and pupil areas, is well-
managed and maintained at all times, using appropriate staff, systems and procedures.

• Ensure the purchase, maintenance and hire of vehicles e.g. school minibuses is well-managed.
• Ensure the Health & Safety and Operations Manager provides timely and practical advice and 

support on matters of health, safety, wellbeing and the environment to the operations team 
and the wider school and assists as appropriate with the management of the Operations 
team.

• Ensure the Health & Safety and Operations Manager, together with the Director of Property, is 
appropriately maintaining the fire safety of the school. 

Main Responsibilities (continued)

• Working within a framework agreed with the Bursar and Director of Finance, provide a 
professional service in the booking and management of external lets.

• Together with other senior colleagues, support the planning for and operation of external 
summer, Easter and outreach programmes.  

• With administrative assistance, and in consultation with the Bursar, manage the allocation of 
school residential property, including sourcing suitable additional rental properties when 
necessary, agreeing rents and managing tenancy agreements.

• Closely monitor the initial operations of the new £32m building that will be the home of the 
Science &Technology Centre and the Global Study Centre and ensure, with the assistance of the 
building’s Operations Co-ordinator, that any operational wrinkles or snagging are identified and 
action taken to resolve.

• Ensure the catering provided by the contract caterers is of the highest standard, including operation of the new café within the Global Study Centre. 
• Ensure the Performing Arts Centre is well-managed, supporting the needs of the school during term time, including the numerous performances 

that are open to parents and the public and its use for external programmes and lets during Easter and summer holidays.
• Provide operational guidance and support as needed to the Director of Finance who, as executive director of the school’s commercial trading 

subsidiary, has overall oversight of the school’s sports centre, which is at once a key educational facility and an asset that generates significant 
addition revenue for the school.



• Proven experience of management at a senior level, demonstrating excellent strategic, organisational and business acumen.
• Ability to demonstrate working as a key member of a leadership group, but with a collaborative and supportive manner with colleagues of all levels
• Strong analytical and problem-solving skills, with a pro-active and positive approach to change management
• Ability to demonstrate both thinking and practical skills at a high level
• First class skills in developing and managing people, and building service-oriented teams
• Good knowledge of marketing and communications, event management, health and safety, contract negotiation and employment issues
• Proven experience of managing customer-focused business support operations, including the professional management of large and/or

simultaneous events
• Excellent IT skills, particularly in the use of Word, Excel, and the management and analysis of data
• Be committed to the safeguarding and wellbeing of children and young people
• Be interested in, and show some understanding of, educational issues and enjoy promoting and representing the school
• Understand the challenges of working in a school environment

Note
This job description is not intended to be a comprehensive statement of responsibilities. The school is constantly evolving and the post holder should
expect to grow and adapt the scope of this role, and to adapt to any organisational changes, as required to meet the ongoing needs of the school.

Person Specification



Saxton Bampfylde Ltd is acting as an employment agency advisor to Sevenoaks School on this appointment.

Candidates should apply for this role through our website at www.saxbam.com/jobs using code NABACA.

Click on the ‘apply’ button and follow the instructions to upload a CV and cover letter, and complete the School’s application form. Covering letters are to be addressed
to Gail Jones. Should you have any further questions, please email Alice Brent-Smith at alice.brent-smith@saxbam.com

The closing date for applications is noon on 16th July 2018.

If you are unable to apply through the website, please email belinda.beck@saxbam.com quoting reference NABACA.

Terms of Appointment

Terms of  Appointment 

The successful applicant will be offered the role subject to the satisfactory completion of a number of background checks including but not limited to; an enhanced DBS
check, the taking up and verification of references, the verification of career history and fitness to undertake the role. Sevenoaks School also reserves the right to contact
any previous employers for a reference request on your behalf.

A generous and competitive salary will be offered that is commensurate with the qualifications, skills and experience of the successful candidate.  

Relocation expenses will be available, as are fee discounts for the children of members of staff (subject to them meeting the normal entry requirements), private health 
insurance and membership of the Sennocke Sports Centre. 

Membership of the support staff Group Personal Pension Scheme will be available with this role. 

There will be 33 days paid holiday per annum including public holidays. It is expected that holiday will normally be taken during the school holidays.

How to apply

Child Protection

Terms of  Appointment 

All staff have a responsibility for promoting and safeguarding the welfare of children with whom they come into contact and are 
required to adhere to and ensure compliance with the school’s Child Protection Policy Statement at all times. 

If, in the course of carrying out their duties, a member of staff becomes aware of any actual or potential risks to the safety or welfare 
of children in the school, they must immediately report their concerns to the Deputy Head (Pastoral). 

The successful applicant will be required to complete the Disclosure Certificate System operated by the Disclosure and Barring Service 
(DBS) before taking up the appointment.



Saxton Bampfylde

LONDON
9 Savoy Street
London WC2E 7EG

EDINBURGH
46 Melville Street
Edinburgh EH3 7HF
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