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Introduction from the Master, Helen Pike     

Magdalen College School is a remarkable place. We are now well 

into our sixth century, and our former pupils include scholars, war 

heroes, musicians, Olympians, two Nobel Prize laureates, a 

Hollywood film director, and a saint. Our success in public 

examinations, in securing places at top universities, and in an 

astonishing array of extra-curricular pursuits ensures that we 

continue this proud tradition. We do so by nurturing the individual 

potential of each of our pupils, and above all we believe that 

learning is as fun as it is fulfilling. 

Magdalen College School was founded in 1480 by William of 

Waynflete: schoolmaster, bishop of Winchester and Lord Chancellor of England. Being of humble 

origins, Waynflete was determined that others of ability should be given the opportunity to learn, to 

serve and to prosper as he did. And so MCS offers a transformative education in our global university 

city, the community to which we contribute. 

We attract and retain the best staff and MCS is a stimulating, welcoming and thriving environment in 

which both to learn and to work. 

A lot happens at MCS.  The various sections of our website (www.mcsoxford.org) including the 

recent News will give you an impression of our school. 

Thank you for your interest.  

                                                      

http://www.mcsoxford.org/
http://www.mcsoxford.org/news


 
Human Resources Director – General information 

 

The School 

Magdalen College School, founded in 1480 by William of Waynflete, is one of the country’s leading 

independent day schools, with boys from 7 to 18 and Sixth Form girls. There are currently just over 

900 pupils and 300 members of directly employed staff plus a further 100 contractors, including 

cleaning and catering staff. The School is situated in an enviable location at the heart of Oxford 

beside the River Cherwell. 

 

The Role 

The School is seeking to appoint an HR Director. The post-holder will be responsible for the 

provision of a professional and efficient HR service to the School, for ensuring that all aspects of 

regulatory compliance required of independent schools are being observed and communicated 

effectively throughout the School community, and that all of the School’s HR policies and procedures 

are being followed effectively. The role, which is being offered as a full-time position, will involve 

collaboration with many other staff, most notably the Senior Management Team and specifically with 

the Bursar, to whom the HR Director reports. The responsibilities will vary from time to time as the 

needs of the School determine. Duties of the role will include, but will not be restricted to: 

 

 Responsibility for the administrative procedure for the recruitment and vetting of 

all new employees, Governors, agency staff and volunteers following Safer 

Recruitment  guidelines – from placing advertisements to appointments, 

including involvement in selection panels. 

 

 Responsibility for the Single Central Register for all employees and people in 

contact with the School, and thereafter maintaining an accurate HR database. 

 

 Preparing offer letters and checking employment contracts for new staff, 

ensuring that the contracts that are issued comply with legislation and with 

School policies. 

 

 Managing the Recruitment Officer and working closely with her on all 

recruitment-related matters.  

 



 

 

 Managing the Payroll Officer and working closely with her on all payroll-related 

matters.  

 

 Organising induction programmes for all new staff, and ensuring that these are 

fully implemented and recorded. 

 

 Ensuring that job descriptions are current and in place for all employees.  

 

 Ensuring that the School’s employment handbook and HR policies and 

procedures (both in hard copy and as website content) are kept up-to-date and 

comply with all current legislation and support best practice; and that written 

records of staff having read and understood the handbook are maintained. 

 

 Advising Heads of Department and other managers on employee relations issues 

and playing an active part in formal meetings such as performance management, 

grievance and disciplinary. 

 

 Advising Heads of Department and other managers on how to implement HR 

policies and procedures fairly and consistently across all School employees. 

 

 Monitoring and reporting on staff absence including liaison with occupational 

health professionals as appropriate. 

 

 Supporting the development and training of all support staff within agreed 

budgets. 

 

 Providing advice and support to individual managers on all HR-related matters 

such as absence, poor performance, grievances, harassment, disciplinary 

proceedings and dismissal. 

 

 



 

 Advising the Bursar on pay policy and its implementation. 

 

 Responsibility for Gender Pay Gap reporting and other statutory returns.    

 

 Responsibility for the management of the Apprenticeship Levy and all matters 

relating to apprenticeships. 

 

 Supporting the Bursar and other senior managers on the strategic plans of the 

School that involve personnel issues. 

 

Compliance: 

 

 Advising the Master, Bursar and Senior Management Team on all aspects of HR 

regulatory compliance and other legal issues relating to the management of the 

School. 

 

 Ensuring that the School’s HR policies and procedures are fully compliant with 

all regulatory demands, both legislative and of the Independent Schools 

Inspectorate; and developing, and raising awareness of, policies, procedures and 

practices to ensure that these requirements are met. 

 

 Ensuring that appropriate records are maintained to ensure compliance in all 

areas including GDPR (including retention of information policies), Safeguarding 

and Child Protection. 

  

 Staying up-to-date with current regulations and inform and advise the Master, 

staff and Governors of all relevant rules and guidelines set by governments and 

other regulatory bodies such as the Independent Schools Inspectorate. 

 

 

 

 

 



 

The post holder will be expected to undertake any other duties or tasks as reasonably directed or 

requested by the Bursar.  This job description may be subject to review in consultation with the post 

holder. 

 

 

The Candidate 

The successful candidate is likely to demonstrate: 

 

 At least 5 years’ relevant experience in HR management, with at least 2 years’ of 

professional HR experience being aligned to the education sector, ideally in a 

school.  

 

 An in-depth understanding of UK employment law and best practice. 

 

 The ability to interpret legislation and other laid down procedures and to explain 

the requirements in understandable , practical terms to non-specialists. 

 

 CIPD level 7 qualification or other relevant professional qualification relating to 

such a level. 

 

 Experience of developing and implementing HR policies and procedures. 

 

 High level organisational and administrative skills, including strong IT, data 

management and report writing skills.   

 

 

 

 

 

 

 

 

 



 

 

 The ability to think ahead and draw up schedules of review and follow-up, as 

necessary. 

 

 Excellent project management, planning and execution skills. Excellent 

relationship management skills with the ability to work collaboratively with 

members of the Senior Management Team.  

 

 Strong interpersonal skills and ability to communicate effectively with colleagues, 

both teaching and non-teaching. 

 

 The confidence and ability to work independently. 

 

 Experience of managing a small team. 

 

  

 

 



 

 

Remuneration and Other Benefits 

This is a permanent, full-time post. The salary will be commensurate with the experience and 

qualifications of the successful candidate. 

Non-teaching staff are automatically enrolled in the School’s contributory Group Pension Scheme.  

This is a defined contribution pension scheme into which the employee contributes 5% of gross 

salary and the employer contributes 10%. 

School fee remission for the children of full-time staff who pass entrance tests for the School is 

currently 50%.  Headington Girls’ School currently allows full time staff daughters who pass entrance 

tests for the school a 20% remission.   

All staff are entitled to the use of School sports facilities when available. A free lunch is provided in 

the Dining Hall during term time. 

 

 



 

 

Please note that MCS is an inner-city school, with limited parking. Candidates who have been offered 

a post will be invited to make representations in the preceding Trinity Term to the Usher (Senior 

Deputy Head) for a parking space.  

 

School Policies and safeguarding 

All members of School staff are expected to support the School’s vision and objectives and to adhere 

to the policies set out in the Staff Handbook. There is an especial responsibility to support the 

School’s  Safeguarding Policy in respect of students: the School is committed to the safeguarding of 

pupils, and any offer of employment will be subject to an enhanced DBS disclosure, the receipt of 

satisfactory references and the school’s pre-employment medical questionnaire, relevant original ID 

documentation and degree certificate(s). 

 

Members of staff are expected to work within the School’s Diversity Policy to promote equality of 

opportunity for all current and prospective students and staff. Also the School expects its staff 

maintain high professional standards of attendance, punctuality, appearance and general conduct.  

 

Additional Information 

If you have any questions or require additional information, please contact the HR office on 01865 

253401. If you would like to discuss the position informally, please contact the Bursar, Mr Jason 

Clarke, at bursar@mcsoxford.org. 
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Application Process 

Candidates should submit the Application Form for Support Staff, which can be found on the Job 

Vacancy link of the website (www.mcsoxford.org).  To access click here. This should be emailed 

together with a CV and covering letter of application to the Recruitment Officer, Mrs Sarah Hunter, 

(applications@mcsoxford.org).  All documentation should be sent no later than midday on 

Wednesday 30th October. Interviews will be held on Thursday 7th November. We reserve the right to 

change the interview dates if necessary. 

 

References may be taken up in advance.  If you do not wish references to be called for at this 

stage, please make that clear on the reference section of the application form. 

 

The School's preferred method of communication is by email and it will not be necessary to send a 

hard copy of the documents by post.  

 

 

http://www.mcsoxford.org/
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