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BACKGROUND
TO THE COLLEGE

Founded by the Jewish Educational Development Trust 
in 1990 under the leadership of the Chief Rabbi Lord 
Immanuel Jakobovits, Immanuel is a highly successful, 
modern orthodox, co-educational Jewish day school, 
characterised by exceptional academic standards, 
outstanding pastoral care and a renowned programme 
of Jewish study which complements the demanding 
academic curriculum. The atmosphere at the College 
is encompassed by happy, fulfilled young people, 
fully engaged in the life of the school community, 
aspirational and committed to their studies. 

The College’s ethos reflects a conscious engagement 
with modernity, a sense of the spiritual importance  
of Israel for Jewish students, and a dedication to  
the value of co-education. The College has good 
facilities and offers an extremely wide range of 
extracurricular activities, of which the exceptional 
series of educational visits is an outstanding example. 
 Relations between the pupils and staff are open, 
warm and mutually supportive; characteristics which 
are also found in the wider Immanuel community 
of parents and alumni. The Immanuel College 
Preparatory School (ICPS) opened on the main  

school site in September 2011, a reflection of 
increasing demand for the outstanding education 
provided by the College.

At all levels, the pupils benefit from inspirational 
teaching, supported by a highly regarded system 
of pastoral care, which enables them to progress 
to leading universities when they leave the Sixth 
Form. The future for the College is exciting: from a 
commercial perspective, the School is increasingly 
popular and there is a strong sense of purpose and 
a growing track record of success in the educational, 
pastoral and faith dimensions of Immanuel’s work. 
Immanuel’s most recent ISI inspection found that 
Immanuel’s “standards are excellent” and commented 
on “the outstanding support and guidance that pupils 
receive” at the School. 

The Head Master of Immanuel College is currently 
a member of HMC and of PaJes, the Partnership for 
Jewish Schools, which provides a forum and training 
for a family of high-achieving and over-subscribed 
state-funded and independent primary and secondary 
schools.
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History 
The founding vision of the school was quite deliberately 
to offer Jewish boys and girls an alternative to London’s 
selective independent day schools in an academic 
environment where the curriculum could be enriched by  
a programme of Jewish studies at all levels. The past  
decade has seen a number of significant additions to  
the facilities, whilst existing buildings have been 
successfully converted to new use including a very 
productive photographic studio and dark room, a newly 
refurbished dining room, a new Sixth Form art studio,  
a newly opened Library in Caldecote Tower, a new  
music technology suite and the Atar-Zwillenberg Beit 
HaKnesset for both formal and informal Jewish learning. 

Teaching & Learning 
The three pillars of Immanuel College’s education – 
academic excellence, expert pastoral care and inspiring 
Jewish studies – remain the cornerstone of its activity. 
The approach to teaching and learning at Immanuel 

is ambitious. It is characterised by teaching that is 
supportive, sensitive, innovative and demanding, and 
by the enthusiastic transmission of traditions to the next 
generation in an inspiring way. Academic added value  
is a defining feature of the College. The demands of  
the curriculum, extending beyond the statutory demands 
of the National Curriculum, ensure that excellent 
standards of secular and Jewish study are promoted,  
and that pupils are prepared for university and life. 

Public examination results in the summer of 2020 were 
particularly outstanding given unprecedented conditions. 
This year 95% of all A Level entries were A*-B and 75% 
of GCSE results were graded 9-7.

Co-Curricular & Community Links
The School’s co-curricular programme is rich and varied. 
Co-curricular clubs, supervised by members of the 
teaching staff, provide further opportunities to develop 
pupils’ confidence and broaden their horizons. These 
clubs span every aspect of school life and include art, 

chess, debating and public speaking, drama, DofE, 
ICT and Israel. Clubs also exist for modern languages 
including Mandarin, French and Italian, as well as for 
astronomy, science and sports. Music, drama and art/
photography are areas where the College has excelled  
in recent years. Supporting the local and wider 
community is integral to life at Immanuel and pupils 
volunteer regularly to visit elderly residents in local  
homes and also for the Yoni Jesner award scheme.  
The College is rightly proud of its charity fund raising 
which is organised by the pupils under the direction of  
a Sixth Form Committee and a member of staff.

ETHOS &
VISION

Impressive results are achieved through a culture 
of building self-confidence, self-esteem and added 
value into each individual pupil, understanding 
their learning profiles and growing independence, 
resilience and better processing of information 
as necessary. The school is mindful of building 
relationships which are not merely transactional, 
but transformational, designed to make us better 
people through principled action. Students develop 
high personal standards and self-discipline; a 
sense of communal belonging, to sustain them as 
moral human beings through university and later 
life, and in relationships with others. 



THE ROLE
DESCRIPTION OF

Following this period of growth and educational 
advancement, Immanuel College is now on the cusp 
of a period of development which will include a 
substantial building and refurbishment programme over 
the next five years. This visionary capital programme 
will likely include the full refurbishment of the teaching 
facilities housed within Caldecote Towers and the 
construction of a state-of-the-art indoor sports facility. 
These developments will create additional space on the 
campus for future expansion of the College. 

In addition, the College’s growth has created the need 
for an extensive review of its supporting administrative 
structures. Accordingly, a well-structured and sustainable 
period of review and subsequent modernisation of 
all financial and operational areas of the College is 
now required to ensure these fully meet the needs of 
the educational life of the school and the College’s 
ambitions to innovate and progress.

The COO will play a pivotal role in helping the 
Governing Board and the Head to realise their long-
term aims and objectives for the future development  
of Immanuel College at this exciting time. They will  
act strategically and commercially as the facilitator of 
these aims working collaboratively and openly in a  
way which builds trust and confidence across the  
wider school community. 
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Immanuel College has grown enormously over recent 
years and now educates some 700 pupils. It has built 
a strong reputation and, with demonstrably impressive 
‘added value’, has exceeded expectations in terms of  
its exam results although not at the expense of the 
pupil’s welfare, which has continued as a central pillar 
of its approach. 
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Core Purpose 
The role of the COO is to provide strategic leadership 
on matters relating to operations of the non-teaching 
aspects of the School, including, but not limited to site 
and facilities (including health and safety), finance, 
IT, marketing and administration, while maintaining a 
focus on delivering the College’s strategic vision.

You will be the College’s executive officer ultimately 
responsible for: 
•  Promoting the highest standards of ethical business 

practice within the administrative function of the 
College and strategically ensuring the most effective 
use of resources in support of the College’s objectives.

•  Finance and accounting obligations, including 
compliance with statutory obligations relating to the 
organisation when it is functioning as a Company.

•  Compliance with regulation by the Charity 
Commission and all other external regulators.

 
•  Overseeing all aspects of Company Secretarial 

obligations relating to the Company.
•  Financial Resource Management, Facility and 

Property Management, Health and Safety, Security, 
Catering and Transport and all other non-teaching 
departments (unless explicitly exluded elsewhere). 
Responsibility for academic functions within the 
College rests with the Head.

Reporting Lines 
The post-holder will work closely with the Head and, 
on all non-teaching matters, will report to the Chair of 
the Board (or to the Chairs of the Board’s Finance and 
Property Sub-Committees on those matters). On any 
academic matters in which the COO becomes involved, 
the COO will report to the Head with whom the COO 
will, in any event, be meeting regularly. 

Strategic Direction and Development 

The COO will:
•  Contribute to and supervise the delivery of the 

non-academic vision, strategy and objectives of the 
College. This will involve active engagement with the 
updating of the College’s Strategic Plan.

•  Attend Strategic Senior Leadership Team meetings 
(chaired by the Head) as a full member and, as a 
non-voting attendee, Governing Body meetings and 
sub-committee meetings, by invitation of the Chair of 
the Governing Body or sub-committee, respectively.

•  Work with the Head on the operational aspects of 
strategic development and the financial viability and 
sustainability of all aspects of the College.
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COO Organisational Chart

Finance and Resource Management 
The Bursar will report directly to the COO. 
The COO will:
•  Oversee the Bursar and all financial systems and 

procedures.
•  Ensure best practice is followed in terms of financial 

governance and ensure the probity and legislative 
compliance of all financial transactions, including 
payroll and donations.

•  Ensure that suitable and effective internal controls are  
in place to support robust financial management.

•  Evaluate information and consult with the Strategic 
Senior Leadership Team and Board to ensure a  
realistic and balanced budget for the College is 
prepared and presented.

•  Supervise the presentation of the proposed budget to 
the Board for approval.

•  Assist in the overall financial planning process.
•  Discuss, negotiate and agree final budgets.
•  Use agreed budgets to actively monitor and control 

performance to achieve value for money and give early 
warning of difficulties.

•  Identify and inform the Board of the causes of 
significant variance and take prompt corrective action.

•  Propose revisions to the budget if necessary, in 
response to significant unforeseen developments.

•  Provide ongoing budgetary information to the Board.
•  Be vigilant for and advise if fraudulent activities are 

suspected or uncovered.

•  Maintain a strategic financial plan that will indicate the 
needs and requirements of the College and will forecast 
future years’ budgets.

•  Identify additional finance required to fund the 
College’s proposed activities.

•  Seek and make use of specialist financial expertise 
where required.

•  Develop and implement strategies for maximising the 
College’s current finances, including income through 
lettings and other activities.

•  Monitor the effectiveness and implementation of agreements.
•  Manage the procurement processes.
•  Be ultimately responsible for and oversee all payroll 

services for all College staff, including the management 
of pension schemes and associated services.

Governing Board

Principal

Strategic Senior Leadership Team (SSLT)

Chief Operating Officer, Deputy Heads,  
Director of Human Resources

Senior Leadership Team (SLT)

SSLT plus:

Principal, Head of Preparatory School,  
Assistant Heads and Bursar 

Chief Operating  
Officer

Director of 
Business 

Development
AdministrationBursar Director of 

Estates
IT Department Contractors

Head Master
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Specific Additional Responsibilities
•  Develop and maintain the Risk Register.
•  Ensure the accounts are prepared in accordance 

with the Companies Act and Charity Commission 
regulations.

•  Ensure the accurate preparation of the annual returns 
and regulatory reporting.

•  Ensure that the annual accounts are properly presented 
and adequately supported by underlying records.

•  Ensure scrutiny of the College’s financial systems, 
controls, transactions and risks in accordance with 
relevant legislation.

•  Liaise with external auditors to enable them to  
operate effectively.

•  Develop and maintain the Business Continuity Plan.
•  Develop and maintain the Disaster Recovery Plan.

Facilities Management
The COO will lead the College’s Facilities and Site 
Management team and take full responsibility (some of 
which may be delegated to the Director of Estates) for 
Health and Safety, Security, Catering and Transport.
The Director of Estates will report directly to the COO.
The COO will:
•  Supervise the implementation of the College’s estates 

strategy.
•  Be responsible and oversee all aspects of health 

and safety to ensure full compliance and ensure 
appropriate reporting systems in place.

•  Be responsible for liaising with external Health and 
Safety consultants, as appropriate.

•  Oversee and support the Director of Estates to review 
the effectiveness of procedures for site management 
and maintenance. Ensure that the College adheres 
to the expectations of the Board in terms of estates 
management and the investment made in the buildings.

•  Monitor, assess and review out-sourced or ancillary 
services, in conjunction with the Director of Estates.

•  Develop a systematic procedure for asset 
management, which will ensure an accurate and 
current asset register.

•  Take responsibility for overseeing the College’s 
Director of Estates and contractors working with  
the Director of Estates in the successful conclusion  
of all building and capital works.

•  Will meet at an appropriate frequency with the 
Director of Estates.

Contracted Services
The COO will:
•  Ensure that all services procured deliver value for 

money, quality and meets the need of the College.
•  Oversee and be responsible for the provision of 

coach and catering services.
•  Ensure effective communication with parents on issues 

that include but are not limited to transport, site traffic 
and parking.

•  Ensure effective communication with local residents on 
issues that include but are not limited to transport, site 
traffic and parking.

•  Negotiate and manage contracts, such as those 
relating to catering, transport, cleaning, security, and 
for maintenance of the grounds.

•  As noted in the previous section, monitor, assess and 
review out-sourced or ancillary services in respect of 
the management of the estate, in conjunction with the 
Director of Estates.

•  Ensure the College’s arrangements for insurance are 
effective and in place.

Human Resource Management
The Director of Human Resources will report to the 
COO on matters pertaining to business-support staff. 

The COO will:
•  Advise on financial implications of recruitment, 

appraisal, staff development, organisational planning 
and redundancy.

•  Develop an appropriate pay structure of business-
support staff.

•  Oversee and monitor measures in place to ensure 
staff wellbeing.

•  Ensure sound processes in place for the Single Central 
Register, including for contractors.

•  Ensure compliance with all applicable laws and 
relevant sections of the Independent Schools 
Standards including review of policies.

•  Monitor the relevant legal, regulatory, ethical and 
social requirements and the effect they have on the 
College and staff.

•  Evaluate the College’s strategic objectives and obtain 
information for business-support workforce planning.

•  Establish and oversee a robust performance 
management process for all business-support staff.
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IT
The COO will have oversight of IT within the College, 
be it under the immediate direction of a Head of IT 
(as previously) who would report directly to the COO, 
or through external consultants (as currently), whose 
contribution the COO will manage.

To manage the College’s IT department and contractors 
who work with them, the COO will:. 

•  Be the College’s Data Protection Officer.
•  Liaise with the Deputy Head (Academic) to ensure that 

the IT provision of the College meets its academic needs. 
This will involve (but not be limited to) the provision of 
appropriate educational software and hardware.

•  Consider approaches for existing use and future  
plans to introduce and enhance the use of technology 
in all areas of activity in the College.

•  Consult with relevant people and other parties 
to introduce new technology or improve existing 
technology for different purposes.

•  Ensure that the College has a strategy for using 
technology aligned to the overall vision and plans  
for the College, ensuring value for money.

•  Communicate the strategy and relevant policies, 
including Data Protection, for use of technology 
across the College.

•  Establish systems to monitor and report on the 
performance of technology within the College.

•  Ensure that the College’s website is compliant with 
current legislative requirements and best practice.

•  Liaise with senior leaders and the Clerk to the 
Governors for updates and changes.

•  Ensure that data collection systems providing 
information to stakeholders are streamlined to 
maximise efficiency of the data supplied and are 
GDPR compliant.

•  Ensure optimal data security.
•  Oversee responses to Subject Access Requests.
•  Oversee contracts with external consultants.
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Administration Management including Business 
Development and Marketing & Admissions
All administrative functions (unless explicitly excluded) 
will report directly to the COO.
The COO will:
•  Be responsible for the organisation of staff structures 

in these areas.
• Line manage the Director of Business Development. 
•  Admissions policy, while being set by the Governing 

Body, is the primary responsibility of the Head. 
Hence the Head of Admissions and Marketing will 
report on policy matters and their implementation 
to the Head. The COO will be responsible for the 
operationalisation of these policies.

•  The marketing function will be jointly managed by 
the Head and COO: the Head will be responsible 
for the academic aspects, the COO for the 
operationalisation of this function.

•  Manage the administrative functions and oversee the 
line management of all office and site staff.

•  Design and maintain administrative systems that deliver 
outcomes based on the College’s aims and goals.

•  Define staff responsibilities and be responsible 
through HR for their support.

•  Develop process measures that are affordable and 
that will enable value for money decisions for those 
managing resources.

•  Establish and use effective methods to review and 
improve administrative systems.

•  Oversee training and staff development for all 
business-support staff.

•  While the business-support staff will be organised 
by and managed through a structure put in place 
by the COO, there will be some specific additional 
management relationships e.g. the Head’s PA and the 
Head and the Pastoral Administrator and the Deputy 
Head (Pastoral).

Generic Leadership Roles and Responsibilities
The COO will:
•  Play a major role, under the overall direction of the 

Board and the Head, in contributing to the creation 
and implemention of the vision, ethos and policies of 
the College.

•  In the areas for which the COO has responsibility, 
ensure that the vision and strategy of the College is 
clearly articulated, shared, understood and acted 
upon effectively and translated into plans and 
processes which promote and improve operations.

•  Demonstrate the vision and values in everyday work and 
practice in the areas for which the COO has responsibility.

•  Carry operational responsibility for the day-to-day 
management of the College, in liaison with the 
Deputy Head (Logistics).

•  Undertake any professional duties reasonably 
delegated by the Board.

•  Be involved, when appropriate, in discussions with 
the College’s professional advisors e.g. solicitors.

•  Attend out of school hours events as reasonably 
required by the Board and the Head.

•  Carry out responsibilities at all times with due  
regard to the organisation and arrangements for 
Health and Safety.

•  Carry out duties in line with the College’s Policy on 
Equality and Diversity and be sensitive and caring  
to the needs of others, promoting a positive approach 
to a harmonious working environment.
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SELECTION CRITERIA  ESSENTIAL  DESIRABLE

Qualifications and Training 

Accountancy qualification OR significant experience with financial management. 4	

Educated to degree level or equivalent. 4	

Advanced Diploma in School Business Management.  4

Evidence of further or continued professional development in organisational management.  4

Professional qualification in ‘business’ leadership and/or relevant discipline. (‘Business’ is in  
quotation marks here and below as it is not necessarily expected that this should refer to a  
formal commercial, for-profit environment.) 4

Knowledge and Experience 

Substantial post-qualification professional experience in senior management within ‘business’  
responsibilities. 4

Significant experience beyond first degree level in ‘business’ administration, accounting or  
related disciplines. 4

Experience of  financial management, policy and practice. 4

Experience of company and charity law – especially governance accounting and reporting  
requirements. 4

Experience of supervision of annual accounts, their preparation, presentation and submission. 4

Experience of financial and budgetary risk management.  4

Experience of asset and facilities management. 4

Successful track record of leading and managing complex projects from inception to completion. 4

Experience of procuring services and monitoring contracts to ensure best value. 4

Significant experience of successfully leading staff, developing administrative and financial  
systems and policies, including sound budget control and advice to senior leaders and trustees. 4

Ability to present ideas and strategies to a variety of audiences (which in this post will include  
Board members, staff, donors and external agencies and stakeholders). 4

Significant operational experience of schools.  4
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SELECTION CRITERIA  ESSENTIAL  DESIRABLE

Personal Qualities and Attributes 

Considerable personal enthusiasm with a high level of integrity, probity and professionalism.  4

Resilience – underpinned by good personal administrative and time-management skills, the  
ability to work to deadlines and ensure completion. 4

Strong interpersonal, communication and team working skills – ability to inspire, motivate,  
enable and get the best from people. 4

Operate with a consistent and clear set of moral values that is compatible with the ethos and  
values of the College. 4

Flexible and able to respond to rapidly changing demands and environments. 4

Ability to make and justify difficult decisions. 4

Excellent literacy, numeracy, IT and problem-solving skills. 4

Commitment to safeguarding and equal opportunities – and to upholding School policies. 4	

Shaping the Future 

Capacity to positively lead and skilfully manage change. 4

Experience in strategic ‘business’ planning. 4

Ability to take an entrepreneurial perspective in contributing to the development of the  
College and maximising resources. 4

Use new and emerging technologies to support improvement and organisational effectiveness. 4	

Understanding of current government educational policy and legislation and associated  
issues. 	 4
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HOW TO APPLY
FOR THIS POSITION

The closing date for applications is 09.00 GMT on 
Friday 16 April.

Following a longlist meeting of the Selection 
Committee, successful candidates will be invited to  
an initial interview with Odgers Berndtson during  
weeks commencing 26 April & 3 May. If successful 
candidates will then be invited to the shortlist 
interviews with the Selection Committee on 
Wednesday 19 May or Thursday 20 May.

In order to apply, please submit a comprehensive 
CV along with a covering letter which sets out your 
interest in the role and encapsulates the aspects of 
your experience relevant to the required criteria. 
Please include current salary details and the names 
and addresses of three referees. Referees will not be 
approached until the final stages and not without  
prior permission from candidates.

The preferred method of application is online at:  
www.odgers.com/82064

All applications will receive an automated response. 

For an initial discussion, please contact:
Peter Lawrence: +44 (0) 207 529 3055
peter.lawrence@odgersberndtson.com 
Constance Moss: +44 (0) 207 529 1109
constance.moss@odgersberndtson.com

Personal data
In line with GDPR, we ask that you do NOT send us 
any information that can identify children or any of your 
Sensitive Personal Data (racial or ethnic origin, political 
opinions, religious or philosophical beliefs, trade union 
membership, data concerning health or sex life and 
sexual orientation, genetic and/or biometric data) in 
your CV and application documentation. Following this 
notice, any inclusion of your Sensitive Personal Data in 
your CV/application documentation will be understood 
by us as your expressed consent to process this 
information going forward. Please also remember to not 
mention anyone’s information or details (e.g. referees) 
who have not previously agreed to their inclusion.

Immanuel College is committed to safeguarding and promoting 
the welfare of children and young people. We expect all staff 
and volunteers to share this commitment. A background check, 
including criminal records check and/or police clearance, will 
be conducted on all successful applicants.
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Briefing visits will take place during week commencing 
24 May and final interviews will take place during 
week commencing 7 June.

http://www.odgers.com/82064
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