
AN ASTRUM EDUCATION.
AS INDIVIDUAL AS THE STUDENTS 
WE TEACH



THE ROLE

Chief Operating  
Officer and Clerk to the 
Governors
Astrum Education Group is seeking to recruit a first-class 
Chief Operating Officer (COO) for April 2020, or earlier by 
arrangement. This is a new and exciting appointment, 
the title gives a strong indication of the all-embracing 
and dynamic nature of the role. The COO will be directly 
answerable to the Governors and, ultimately, the Astrum 
Board, working alongside and in support of the Head 
and Principal, and working closely with the Group 
Business Director, to play a vital role in shaping the future 
development of the business. 

The successful candidate will be creative, innovative, and 
have excellent interpersonal and organisational skills. 
They must be to able deliver solutions for the complex 
organisational demands of this evolving independent school 
group, as they lead the bursary department in the financial 
management of the two schools.

The COO will provide operational management to assist  
the two school leaders to deliver the curriculum to the 
highest possible standard through their teaching staff.  
There are a number of potential new opportunities for the  
group and the COO will be instrumental in shaping any 
future developments. 

As the Clerk to the Governors, the COO will be responsible 
for Astrum Education Group’s overall administration and 
financial affairs, coordinating the work of the Governing 
Bodies by developing an annual programme of meetings 
and ensuring that the Governing Bodies are informed of all 
developments. The COO will be present at the Governing 
Bodies’ and Astrum Board meetings as an ex-officio 
member. The COO is supported by the Financial Controller, 
the Compliance Manager (yet to be appointed) and other 
members of the Finance Team, who, between them, own 
delegated responsibility for various aspects of the operational 
and bursarial function.  The COO is also responsible 
for human resource management, the Estate and IT 
infrastructure teams, and the contract caterers and cleaners.

The role is based at Kensington Park School. The salary will 
reflect the importance of the role, be commensurate with 
experience, and reviewed annually. Benefits include private 
health care, pension, six weeks leave per annum, restaurant 
quality school luncheon, and an enviable working location in 
the Royal Borough of Kensington & Chelsea.



ASTRUM EDUCATION GROUP

The group is dynamic and ambitious. Currently, it consists 
of two different but complementary central London schools 
and a separate boarding house. Located over five substantial 
and impressive sites, the schools offer both day and boarding 
experiences for local, national and international pupils.

The underlying philosophy is to prepare pupils for the rapidly 
changing world through critical thinking, adaptability, and 
taking increasing responsibility for their learning and actions 
whilst striving for personal academic excellence. The schools 
build on mutual respect between staff and pupils alongside 
a strong culture of inclusiveness and openness, which 
encourages freedom for individual ambition and expression.

The pupils benefit from small class sizes and from 
outstanding learning environments. There has been a 
considerable investment in the quality of the settings and 
the interactive equipment provided.

Governance, Leadership 
and Head Office
The Proprietorial and Governance structure comprises of 
the Astrum Board of Directors which delegates governance 
to the Boards of Governors for both schools. The Governing 
Bodies report to the Astrum Board termly, which reports to 
the shareholders. 

There are three Governing Body sub-committees for each 
school; the Finance and General Purposes, Education, and 
Safeguarding and Pastoral Committees.

The senior executive leadership of the two schools is 
delegated to the Head of Kensington Park School and the 
Principal of Chelsea Independent College. Along with their 
School Management Teams, they are responsible for the day-
to-day management and leadership of their schools. 

Chelsea Independent 
College - CIC
Superbly situated on Fulham High Street opposite the gates 
of Stamford Bridge, Chelsea International College is one of 
the pre-eminent sixth form colleges for pupils aged 14 and 
over. The College has a diverse student population drawn 
from over 40 different nationalities. Housed on two state-of-
the-art, well-resourced and closely located sites, pupils are 
encouraged to be themselves.

The highly qualified staff provide a tremendous breadth of 
specialist courses for GCSE and A-level. Pupils may take GCSEs 
in either one or two years and there is a similar offering at 
A-level. A team of UCAS advisors support pupils through every 
stage of their university application and there is meticulous 
preparation for highly sought-after degree courses, such as 
Oxbridge, Medicine or Dentistry. Pupils from the College are 
ambitious and secure places on the most recognised degree 
courses at prestigious institutions, including the Russell Group 
and other leading UK’s leading universities.



Kensington Park  
School – KPS
This beautifully appointed school is spread over two sites 
in relatively close proximity in Kensington. The Sixth Form 
centre is housed in a building opposite the magnificent 
Natural History Museum. The Lower School, where pupils 
aged 11 – 16 are educated, is found on Bark Place just around 
the corner from Queensway and Bayswater Tube Stations.

The school is exceptionally well resourced with the modern 
technologies and facilities required to deliver an outstanding 
curriculum. Class sizes are small and pupils are provided 
with a nurturing and supporting setting, this includes a 
pupil Personal Tutor, a Head of Year, specialist counsellors 
and the School Nurse. The Astrum Education Group opened 
the  Sixth Form in September 2017 and the Lower School in 
September 2018. 

Boarding at Princess 
Beatrice House
Pupils from both CIC and KPS may board at Princess Beatrice 
House. Here, the pupils enjoy a boarding experience that 
equates more to a London hotel in terms of décor, space 
and furnishing. Pupils have a choice of a single or double 
room in bright modern surroundings. All rooms feature 
en-suite and catering facilities, offering the pupils the 
opportunity of supplementing, or providing an alternative 
to, the excellent catering provision. Those who wish to board 
at PBH can make the most of living in the heart of London 
whilst enjoying a high standard of pastoral care in a safe and 
managed environment, 24 hours a day.

This role offers a stimulating challenge for someone who 
is highly motivated and has the skills and experience to 
help steward this crucial department. There is plenty of 
scope to lead it into a new era, building on the strength of 
the current team and helping to propel it forward. The role 
will provide the successful applicant with the opportunity 
to be creative and imaginative, and to employ new and 
interesting strategies, whilst maintaining Astrum Education’s 
outstanding reputation. The role is, by its nature, multi-
faceted and this job description can only provide a guide to, 
and general description of, the duties and responsibilities 
associated with it. 



Main Responsibilities
General Management 
and Administration
• Act as Clerk to the Governors and secretary to various 

committees.  Certain clerical tasks may be delegated  
as agreed with the Head and Principal and/or the Chair  
of Governors

• Ensure compliance with all relevant aspects of 
employment law, including employment protection,  
equal pay, minimum wage, Working Time Directive,  
GDPR, and the Equal Opportunities Act. With the HR 
Manager, act as the Head and Principal’s adviser on 
employment matters, including disciplinary procedures. 
Ensure the schools’ have appropriate disciplinary and 
grievance procedures

• Ensure all relevant staff have contracts of employment, 
and keep the schools standard contracts up to date as new 
legislation takes effect

• Oversee the employment, terms and conditions of service, 
supervision and welfare of all non-teaching staff

• Advise the Board of Governors on constitutional and 
procedural matters, duties and powers

• Formulate, monitor and implement the schools’  
policies to comply with the requirements of health and 
safety legislation

• Ensure risk assessments are carried out where appropriate 
and monitor these, taking professional advice as required

• Ensure the schools have adequate insurance cover at 
all times, to include employer’s liability, buildings and 
equipment cover, personal accident, travel insurance and 
other relevant cover.  Professional advice should invariably 
be sought

• Assist in the selection of professional advisers, including 
accountants, lawyers, bankers and investment advisers

• Oversee the purchase of all goods and services for  
the schools

• Oversee the letting of the schools’ premises to outside 
organisations ensuring that full Service Level Agreements 
are in place for all such lettings

• Act as correspondent with the DfE and Companies House 
and be responsible for the records and returns required

• Advise on, and take appropriate security measures within, 
the schools for staff and pupils

• Maintain contact with the statutory authorities and  
other organisations

• Oversee the catering provision

• Oversee the work of the schools’ Housekeeping team, 
including the cleaning staff, in conjunction with the  
Estate Manager

• Ensure compliance with the regulations for the operation 
of minibuses, licenses, driver training and assessments, 
servicing and Vehicle Inspectorate Testing

JOB DESCRIPTION



Finance and 
Accountancy
• Advise on general financial policy and fee levels within  

the schools

• Oversee the preparation of termly / monthly accounts

• Prepare annual estimate of income and expenditure 
in consultation with the Head and Principal, or senior 
academic staff

• Monitor income and expenditure in relation to the 
budget, and present regular management reports to the 
Governing Body, usually via the Finance and Operations 
sub-committee

• Keep the accounts of the schools and prepare 
Statements of Financial Activity (SOFA) and balance 
sheets in accordance with the charities Statement of 
Recommended Practice (SORP). Ensure compliance with 
statutory filing requirements

• Liaise with external auditors

• Maintain cash flow projections for the current and  
future years

• Advise on investments in consultation with the schools’ 
brokers or investment managers

• Approve the purchase of capital items and other 
expenditure in accordance with authority delegated by  
the Governors

• Oversee the preparation of pupils’ bills and collection of all 
fees and extras 

• Ensure payment of all salaries and wages, including PAYE, 
Superannuation and National Insurance Contributions and 
ensure compliance with regulations for benefits in kind

• Oversee the pension schemes for teaching and support staff

• Scrutinise and pass for payment all invoices received in  
the schools

• Keep analyses of costs and other statistical records

• Prepare forecasts for the future financial performance of 
the schools, usually over a period of five years

• Deal with the schools’ income tax and rating assessments

• Supervise the operation of an Advanced (Composition) 
Fees Scheme

• Advise on scholarship and bursary funds and policies. 
Ensure assessments of parents’ income and assets are 
undertaken prior to making bursary awards

• Liaise with the Admissions Registrar regarding the 
marketing and development of the school 

Schools’ Buildings  
and Grounds
• Maintenance of the schools’ buildings: ensure that 

maintenance schedules are prepared and relevant  
records kept

• Ensure the installation and maintenance of equipment for 
the detection and warning of, and protection and escape 
from, fire is carried out to the required specifications. 
Ensure the necessary fire risk assessments are carried out

• Ensure the maintenance and efficiency of the installations 
and plant for electric and gas supply, heating, domestic 
hot water, water softening, etc.  Ensure the letting of 
energy supply contracts at competitive rates

• Ensure catering areas meet the requirements for hygiene 
and food safety

• Ensure the maintenance of the lighting and ventilation in 
all school buildings

• Ensure that land drainage is maintained

• Ensure that boundaries are maintained



Professional
• Exercise loyalty to Astrum Education Group

• Support and assist the Head and Principal in providing a 
happy, secure, safe and stimulating environment in which 
children can develop to their full potential

• Support the Head and Principal in fostering parental 
involvement and in keeping parents informed of the 
schools’ policies and other matters of importance

• Set and maintain high standards of work, as well as of 
personal and professional conduct

• Assist the Head and Principal in ensuring full compliance 
with all regulatory requirements including those of the ISI 
and the Health and Safety Executive

• Comply fully with the requirements as set out in the DfE 
document ‘Keeping Children Safe in Education’ and any 
relevant supplementary guidance

• Comply fully with the requirements as set out in the HM 
Government document ‘Working Together to Safeguard 
Children’ and any relevant supplementary guidance

• Abide by the schools’ current systems and structures as 
outlined in policy documents, including the Health and 
Safety and Safeguarding and Child Protection Policies, 
and take appropriate action in accordance with all such 
documents as and when necessary

• Establish and maintain effective working relationships with 
colleagues and parents

• Participate as required in meetings with colleagues, 
parents and other professionals in respect of the duties 
and responsibilities of the post

• Take responsibility for the professional development, the 
attendance to INSET courses and other relevant courses for 
the department, inclusive of the COO

• Be punctual and adaptable, and dress in a smart but 
practical manner



PERSON SPECIFICATION

To work effectively in this appointment, candidates will  
need a sound knowledge of financial management, 
a thorough understanding of budgeting, forecasting 
and strategic business planning, and extensive general 
management experience.  In consultation with the Estate 
Manager, the COO must also be able to manage complex 
projects within strict budgets and demanding timetables. 
Therefore, an ability to negotiate would be an advantage, as 
would a clear grasp of the practicalities and potential of IT in 
the business environment.

Specifically, the COO requires a mature personality to 
enable them to work successfully, and in harmony, with 
the numerous people to whom they have responsibility, 
namely, the Board, the Governors, the Head and Principal, 
the Teaching Staff and Support Staff.  Candidates must 
have first-class communications, presentation and people 
management skills. A major asset of a successful COO is their 
ability to create an atmosphere of trust and accord between 
the various functions of the schools and the wider Astrum 
Education Group.

Ideally, applicants have a professional qualification (MBA, 
ACA or equivalent) and be able to demonstrate a proven 
track record of successful management in a complex, 
people-oriented organisation.  Candidates must have 
commercial acumen, coupled with analytical skills and 
an ability to think strategically. The COO must be able 
to translate strategy into practical reality, be empathetic 
towards the ethos and principles of the group and 
schools, and understand the needs and challenges facing 
independent education.

It is particularly important that the COO possesses tact, 
discretion, a firm yet flexible approach, good humour, 
patience and a capacity for hard work and sustained effort.

Ultimately, it will be of utmost importance that character 
and personal chemistry fit with the Astrum team.  The 
ability to form strong working relationships with all staff and 
members of the wider community, based on mutual respect, 
is also important.

Original certificates will be required as proof of qualification. 
All other attributes will be assessed using the contents of 
the Application Form, at interview, and with professional 
references.

All members of staff are required to promote and safeguard 
the welfare of children they are responsible for, or come 
into contact with, and to adhere to, and ensure compliance 
with, the schools’ child protection procedures and staff 
guidance at all times. Astrum Education Group is an equal 
opportunities employer.



TERMS AND CONDITIONS OF  
THE APPOINTMENT

This is a pivotal appointment for Astrum Education Group. 
It is a full-time, permanent position and is subject to an 
appraisal and performance review. 

The salary will reflect the importance of the role, be 
commensurate with experience and reviewed annually. 
Benefits include private health care, pension and restaurant 
quality luncheon. 

The successful candidate will enter into a formal contract 
of employment with Astrum Education Group. The 
responsibilities of the COO may evolve as the group develops 
and thus are subject to variation through negotiation.



APPLICATION PROCESS

Applications must be submitted on an Application Form, 
downloadable from the Headspace Academics website: 
www.headspaceacademics.com. It must include details 
of two referees, one of which should be a current or most 
recent employer. Please do not send a CV. 

For an informal, confidential discussion about the role,  
please contact Mike Abraham, by email on  
mabraham90@hotmail.com, or on 07786 078108. Detailed 
information is available through the Headspace Academics 
website www.headspaceacademics.com.

Please return your completed Application Form in PDF 
format, by 10.00 am on Tuesday 15th October, to Dannielle 
Hutchings, on dh@headspaceacademics.com. 

There will be an opportunity to tour the school during the 
interview process. Short-list interviews will take place on 
Thursday 24th October. 

At interview, applicants must provide original documents to 
confirm their identity and the right to work in the UK, they 
must also bring proof of qualifications. The post is subject 
to an enhanced DBS check (including a Barred List check), 
safer recruitment checks, completion of a medical fitness 
declaration and satisfactory references.               

Astrum Education Group is committed to safeguarding and 
promoting the wellbeing of children and young people and 
expects all staff and volunteers to in share this. We will ensure 
that our recruitment and selection practices reflect this. 

The recruitment process is supported by Headspace 
Academics Limited: https://headspaceacademics.com/ 

mailto:mabraham90@hotmail.com
mailto:dh@headspaceacademics.com
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