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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.  
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The School 

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

independent day schools.  It is situated in an enviable location at the heart of Oxford beside the River 

Cherwell. 

 

The Role 

We are seeking to appoint a Combined Cadet Force School Staff Instructor to oversee and administer 

all matters related to the Combined Cadet Force (CCF). The School Staff Instructor (SSI) is ideally a 

person from a Military background, who through previous experience and training, plays a key role in 

maintaining high standards in the CCF and, if required, will provide direct assistance to the Duke of 

Edinburgh’s (DoE) Award scheme at the school and schools’ adventurous training activities and 

school trips when required. 

 

Duties of the role will include, but not be restricted to: 

 

Administration 

 

 Actioning all correspondence emails and telephone calls and acting as the main point of 

contact for CCF matters. 

 Maintaining records on Security, Training, Officers and Cadets, Rations, Ammunition, 

Weapons, Clothing and Equipment. 

 Booking exercise areas and Easter and Summer camps in liaison with the CCF Officer 

Commanding (OC). 

 Processing all claims for Officers, training days, courses and conferences via 

Westminster/Bader. 

 Management of the CCF clothing store, issue and exchanges, ordering new clothing, 

disposals, and cleaning and maintaining. 

 Management of the school’s armoury, weapon and ammunition accounting, issue and receipt 

and serviceability of weapons and related ancillaries. 

 Application for Officers and cadets military and adventurous training courses. 

 Pamphlet and publications library and upkeep of all training manuals. 

 



 

 Health and Safety Officer for CCF activities and related documentation such as Risk 

Assessments and Operating procedures. 

 Management of the inspection cycle for CCF Officer qualifications check, Cadet Training, 

security reviews, Ammunition holdings, Weapon holdings, Clothing and Equipment holdings 

and issue, admin records and Biennial Review programme with the OC. 

 Close liaison with the Sponsor Unit. 

 

Security 

 

 Administration of Contingent Security Standing orders with the OC. 

 Weapons and ammunitions issues and returns. 

 Act as the Unit Security Officer with the OC. 

 Security of CCF offices. 

 Officer’s vetting with the OC. 

 Armoury security, liaison with alarm system engineers, first point of contact for alarm 

activation and liaison with the Police as and when required. 

 Management of the Weapon Check Log and Assets Register. 

 Conducting an Annual Establishment Security Self-Assessment with the OC. 

 

Training 

 

 Preparation of Officers for ‘Frimley’ basic and advance training courses. 

 Preparation for Officers’ other courses such as Range Management Qualifications. 

 Preparation of cadets for training courses. 

 Assisting with the production and implementation of training programmes for Army and 

RAF. 

 Organising and participating in training activities for Parade Nights, Field Days Easter Camp, 

Summer Camp and visits. 

 Assisting with training and safety on expeditions and school trips which involve any element 

of adventurous training and activity. 

 Assisting with DoE training and expeditions as requested by the teacher in charge of this 

activity. 

 



 

 

 It may be possible to discuss additional responsibilities and hours within the school 

should that be appropriate for the right candidate. 

 

The Candidate 

The successful candidate will have demonstrable experience in a similar role and will ideally 

be a trained Weapon Instructor with an Adventurous Training Qualification. 

 

Remuneration and Other Benefits 

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. (Headington fee remission is only available to staff with an FTE 

of 50% or over). Benefits for part-time staff are pro-rata.  

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. 

 

Safeguarding Policy 

Magdalen College 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, the school’s pre-

employment medical questionnaire, plus sight of relevant original ID documentation and evidence of 

any qualifications declared in applications.  

 

 

 

 

 



 

 

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 received no later than Midday, Friday 

10th January. 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.  

Interviews will be soon after the closing date and we will be in contact with shortlisted candidates by 

telephone. We reserve the right to interview at any point during the recruitment process. 

 

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. 

 

 

Additional Information 

If you have any questions or require additional information, please contact the Recruitment Officer: 

01865 253401. 
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