
 

 

  

 



 
 

About St George’s 
St George’s is an independent boarding and day school with approximately 270 pupils aged              
from 11-18 years about 40% of whom are boarders (both full and tailored) and with a Sixth                 
Form of approximately 80 pupils. The school operates as an Educational Trust administered             
by a Board of Governors, is a member of the Girls’ Schools Association (GSA), Boarding               
Schools Association (BSA), and is ISC accredited. 

We are a welcoming school with a warm sense of community and visitors often comment on                
the perceptible supportive and cheerful atmosphere. We believe that a happy and successful             
school is one where all pupils have the opportunities to develop their strengths. The richness               
of opportunities within and outside the classroom are fundamental elements of the St             
George’s experience and this allows the girls to foster the confidence, independence and             
academic curiosity that lead to success. Our academic results are impressive, with the             
‘value-added’ in public examinations a real strength. We understand how girls learn            
effectively and we regularly add at least one grade higher at GCSE and A Level than                
baseline testing would suggest. 

In 2018 at GCSE St George’s was placed in the top 4.5% of Schools nationally for value                 
added. 

 

   

 



 

 

Our location 
St George’s is approximately 25 miles west of central London, on a beautiful, leafy 30 acre                
site, within walking distance of Ascot High Street. We are close to Windsor, Eton, Bracknell               
and Heathrow airport, and equidistant from the M3 and M4 motorways. Ascot High Street              
can be reached on foot in five minutes while Ascot Railway Station is less than a mile away. 

All facilities are on site and include, amongst others, a state-of-the-art 350 seat theatre, three               
boarding houses, a sports hall, squash courts and gym/dance studio, spacious library,            
Science centre, photographic, textiles and art studios, 6 floodlit netball/tennis courts,           
extensive sports pitches and a new 25m 6 lane indoor swimming pool. 

 

 

 

 

 

Academic Results 
We aim to get the very best from each girl and Georgians are             
encouraged to work conscientiously and to the best of their ability as            
well as get involved in the wider school community and all the            
activities that are on offer in the busy co-curricular programme. This,           
combined with committed and inspirational teaching, delivers       
excellent GCSE and A Level results. Our pupils achieved the          
following results in 2019: 

GCSE: 23% 9/8 or A*, 44% 9-7 or A*-A, 96% 9-4 or A*-C 

A Level: 34% A*-A, 99% pass rate 

 



 
 

 
The Role 
 
St George’s is seeking to appoint a full-time Operations Manager. As a boarding school, the               
harmonious work of the maintenance and facilities management is an integral part of the              
efficient day to day running of the school.  
 

Working closely with the Bursar, the Operations Manager will lead and co-ordinate the             
work of the maintenance team ensuring a high quality of delivery of services including              
estates, security, transport, health and safety, and any external use of facilities.  
 
Estates 
● Oversee the planning, organisation and coordination of school buildings, estates          

works and minor projects.  
● Line manage the maintenance department personnel, work, plant and materials.  
● Management of all premises, within budget limits ensuring they comply with Health            

and Safety and disability regulation and educational needs. 
● Work closely with the Maintenance team to organise and manage workloads and            

performance and feedback for work improvement options 
● Maintain the School’s estate to a good, safe and secure standard, making proactive             

and costed recommendations for improvement. 
● Assist the Maintenance department to manage external contractors etc. 
● Liaise with Heads of Departments, Housemistresses, Domestic Services Department         

and others within the community.  
● Be responsible for operational Health and Safety in line with policy including            

managing the asbestos register, overseeing risk assessments, particularly the fire risk           
assessment.  Attending and taking minutes for the Health and Safety Committee.  

● Maintain essential services establishing cost effective procurement, maximum        
efficiency and value for money. 

● Manage the handover take-over procedures for staff housing.  
● Keep up to date with changes in building legislation and any other relevant             

legislation.  
● Ensure routine maintenance and checks are maintained for the School plant and            

equipment.  
● Work closely with the Clerk of Works and Maintenance team to organise and             

manage work and its timely completion. 
● Represent the Maintenance department at all relevant internal meetings for future           

works planning, design, health and safety meetings, staff forum etc. 
● Maintain all records relating to the Maintenance department to the standard required            

by ISI Compliance Inspectors and that all necessary controls are in place and             
documented. Comply with all statutory and regulatory requirements. 

● Assist the Bursar with the planning and costing of future refurbishments and            
building works. Meeting with external contractors, project managing the works          
ensuring they are completed on time and to budget. 

● Undertake relevant training and study as required in order to keep up to date with               
relevant legislation and developments. 

● Coordinate daily pupil transport and line manage the drivers. Oversee the School            
vehicles ensuring they have valid insurance, MOT, tax and service checks when            

 



 
required. 

 

Events and Commercial Activities 
• Ensure School events and external lettings are appropriately managed including          

planning, caretaking, security and cleaning requirements. Liaise with the appropriate          
staff to ensure that events run smoothly and safely and the requirements of the event               
organiser are met. 

• Maximise income from lettings of the facilities along with the development of external             
services. Liaising with the finance department for the timely raising of invoices for             
lets. The School currently let the premises to various organisations over the Easter and              
summer holidays. 

 
General 
• Ensure that the relevant policies and procedures, including asbestos management are           

reviewed and updated regularly and presented to Bursar for approval. 
• Ensure all designated departments are compliant within the ISI framework, COSHH           

and Disability legislation. 
• Attend all meetings both internal and with outside contractors as required. 
• In the event of staff absence, be prepared to assist with transport or other              

arrangements.  
 

Person specification 

The Operations Manager will have significant experience of estates and operations           
management. He/she will have experience of managing minor capital works from start to             
finish and of managing a multi-discipline team. The successful candidate should have a             
good working knowledge of project management and experience of budget management,           
procurement and cost control. 
 
It is essential that the post holder possesses a full driving licence. A NEBOSH certificate or                
equivalent health and safety qualification is preferred. The Operations Manager will be IT             
literate including being proficient in MS Office/Google Chrome and possess excellent           
written and verbal communication skills. Experience of working in a school or college is not               
essential but the Operations Manager should be empathetic to aims and ethos of             
independent schools. 
 
The Operations Manager will possess strong interpersonal skills and the ability to maintain             
effective professional working relationships with people at all levels. The Operations           
Manager will be expected to represent the School and its best interests in direct discussions               
and negotiations with suppliers, parents and other staff, as well as deal confidently and              
appropriately with senior staff. As a key member of the Bursar’s support team, the              
Operations Manager will be a self-starter able to organize and prioritize his or her own               
work, given the pace, demand and variety of the work carried out in this role, but to                 
appreciate when to refer matters. 
 
The Operations Manager must be capable of working under pressure and delivering to             
specific deadlines. He/she will be able to maintain confidentiality. The successful candidate            
will be professional with a friendly and approachable manner; they must be flexible and              
have the ability to respond to changing or unforeseen circumstances. The Operations            

 



 
Manager will be diligent and conscientious and must be proactive; possessing a positive and              
‘can do’ attitude and a sense of humour. As this is a high quality and small school, the                  
Operations Manager will be expected to take pride in achieving high work standards and              
must be hands on and prepared to get involved in all areas. 
 

Salary and Benefits 
 

a. Start date:  11 January but negotiable for the right candidate. 

b. Salary: A competitive salary (£38k - £45k) will be offered, reflecting the qualifications             
and experience of the successful candidate. 

c. Pension: The successful candidate will be auto-enrolled in the School's defined           
contribution pension scheme. There is an opportunity to opt out. 

d. Hours of work: The normal working hours will be Monday to Friday 8.00 – 17.00,               
although as this is a senior position in a boarding /day school, you would be               
expected to work such hours as are necessary to discharge properly your            
responsibilities and duties; additional hours may need to be worked to meet            
deadlines, attend meetings or respond to incidents. 

e. Holiday: The post-holder is entitled to 25 days holiday plus bank holidays annually;             
one week of this entitlement must be used to cover the Christmas shutdown period.              
Bank Holidays occurring during term time are considered to be normal working            
days. Generally, leave should be taken in School holidays with the prior agreement of              
the Bursar. 

e. Notice Periods: There will be a probationary period of one year during which time              
the notice period will be two months. Thereafter, the notice period required by either              
side to terminate your employment will be one full term. 

f. Facilities: Lunch is provided during term time. Members of staff can use the             
School’s Sports facilities at allocated times.  

  

 



 
 

  

The Process 
Letters of application should be no more than two sides of A4 and, together with the                
completed application form, should be emailed to headmistress@stgeorges-ascot.org.uk and         
reach the School by 4pm Friday 30 October 2020. 

Applications will NOT be considered for the next stage of the recruitment process without              
submission of a completed St George’s School application form (support staff) and a             
covering letter. 

It is intended that the first round interviews will be conducted remotely/online during the              
week 2 - 6 November and the final round interviews will be conducted at the School on                 
either Wednesday 11 or Friday 13 November. 

Any queries about this post may be made in the first instance to the              
bursar@stgeorges-ascot.org.uk 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

St George’s School is committed to safeguarding the welfare of children at the School. Therefore, this appointment will be 
subject to a successful disclosure check from the Disclosure and Barring Service. This will give details of all spent and unspent 
convictions and other recordable matters. A policy on the recruitment of ex-offenders is available, if required, from the School 
Office.  The supplied references will be taken up and the School may approach previous employers for information to verify 
particular experience or qualifications. A medical questionnaire will be required to be completed by the successful candidate. 
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