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Introduction  
The University of Cambridge’s oldest graduate 
college, Hughes Hall was established in 1885. 
Our student body now consists of around 
660 postgraduates and around 180 mature 
undergraduates in all areas of study and 
research. The College’s culture is egalitarian 
and it is commonly described as friendly, open, 
welcoming, inclusive, nimble and dynamic. The 
student body is vibrant, diverse and highly 
international. Hughes Hall has made significant 
progress across all its activities and operations 
in recent years, and has ambitious plans for 
growth. The College now seeks to appoint a 
new Bursar to lead a strong team recruited and 
developed by the current Bursar who is moving 
with her family away from Cambridge.

The Bursar will be tasked with overseeing the 
successful and efficient day-to-day running 
of the College’s financial and operational 
services as well as motivating and developing 
all professional services staff. This is a 
strategic senior leadership role with specific 
responsibility for finance, estates, HR, IT, 
legal matters, catering, conferences and 
accommodation. The Bursar will be responsible 
for ensuring the estate can accommodate 

growing student numbers, and for continuing 
to bring about significant change and 
improvement in the way the College operates 
and serves its community of staff and students. 
The Bursar is a member of the College’s senior 
management team, a Governing Body Fellow, 
and reports to College Council.

The postholder will bring significant 
management experience including having 
led a range of support services. Experience 
of managing the financial and project 
planning aspects of a capital development 
programme would be particularly helpful as 
a major expansion of the College’s estate 
is planned over the next few years. The 
successful candidate will enjoy managing 
people and projects, and engaging with all 
parts of a community. The Bursar must be a 
strong and credible advocate for the College 
within relevant University fora. Excellent 
organisational and interpersonal skills will be 
critical, as will a proven ability to make things 
happen. The appointee will bring a creative, 
flexible and positive approach to solving 
problems and leading change. Candidates 
need not be qualified accountants, but 
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Introduction  
The University of Cambridge’s oldest graduate 
college, Hughes Hall was established in 1885. 
Our student body now consists of 695 
postgraduates and around 180 mature 
undergraduates in all areas of study and 
research. The College’s culture is egalitarian 
and it is commonly described as friendly, open, 
welcoming, inclusive, nimble and dynamic. The 
student body is vibrant, diverse and highly 
international. Through a range of innovative 
initiatives, the College offers its students a rich 
experience beyond their academic studies and 
an opportunity to gain a broader world view 
and to prepare themselves to have impact in 
their future careers. Hughes Hall has made 
significant progress in the last few years, and 
has ambitious plans for growth. The current 
incumbent is retiring so the College now seeks 
to appoint a new Senior Tutor.

The Senior Tutor is tasked with developing 
and delivering the academic and welfare 
vision for College. They are responsible 
for the environment of the College as a 
place of excellence for undergraduate and 
postgraduate learning, and for overseeing 
the management and delivery of all College 

teaching as well as pastoral support for 
students. They are expected to review 
the educational and welfare needs and 
performance of the College on an ongoing 
basis. Priorities include revitalising the 
academic and student life in College, 
responding to specific cohort-related student 
needs in order to provide an exceptional 
student experience for all, improving teaching 
performance and academic results where 
appropriate, and raising the College’s profile 
within the wider university.

The Senior Tutor must bring strategic 
vision and be a dynamic leader. Excellent 
organisational and interpersonal skills will be 
critical, with a proven ability to lead people 
and work in a team, together with strong 
communication and negotiation skills. The 
appointee will demonstrate significant 
management experience, ideally at a senior 
level, and be able to delegate effectively, but 
also to judge when the situation demands 
being more hands-on. They will have proven 
success in administration, probably (but not 
necessarily) gained within a university setting. 
They must be a strong and credible advocate 
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must have a solid 
understanding of 
finance.

The Bursar will join a 
highly committed team 
of College Officers and 
will be able to shape the 
future of the College.

Hughes Hall values 
diversity, and is 
committed to ensuring 
equality of opportunity. 
The College welcomes 
expressions of interest 
and applications 
from candidates 
from all communities 
and a diversity of 
backgrounds.
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Bridging the academic and wider worlds to bring about real change

Particularly distinctive is our “Bridge Fellows” 
Programme, which brings a diverse group 
of outstanding individuals from outside the 
University into our Fellowship as full members 
of Governing Body. An oasis of calm and 
quiet near the busy city centre, we provide 
a relaxing yet stimulating environment for 
study and research. Hughes Hall is situated 
alongside Fenner’s Cricket Ground, just off the 
cosmopolitan Mill Road.

We are focused on being an intellectual force 
at the centre of the University, concentrating 
on translating research into impact and 
interdisciplinary collaboration. We have 
particular strengths in five subject areas, 
broadly in the Sciences and Social Sciences, 
where collaboration between the academic 
and wider worlds thrives: Physical Sciences, 
Engineering and Mathematics; Life Sciences; 
Business and Economics; Education and Social 
Sciences; and Law. We have world-leaders 
in each of these fields developing dynamic 
communities of interest within the College, with 
a reach far beyond our boundaries.

About Hughes Hall 

The University of Cambridge’s oldest graduate 
college, Hughes Hall bears the name of its 
founding Principal, Elizabeth Phillips Hughes. 
Hughes Hall was established in 1885 as 
a women-only teaching College and now 
accepts postgraduate students and mature 
undergraduates in all areas of study and 
research, offering scholarships and bursaries 
targeted at new and continuing students.

We are one of the most international colleges, 
bridging the academic and external worlds, 
with an open and informal atmosphere. A 
distinctive aspect of College life at Hughes Hall 
is an egalitarian culture where interaction and 
engagement between the senior membership 
and students is open and encouraged; and 
everyone is allowed to walk on the grass!

As Bursar, you would join a dynamic and 
progressive College with 56 Governing 
Body Fellows, 219 further Senior Members 
from all walks of life, 663 full- and part-
time postgraduates and 177 mature 
undergraduates from more than 80 countries.

https://www.hughes.cam.ac.uk/about-us/our-people/senior-members/
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A determination to change the world for the 
better is realised through our Bridge initiative 
which leverages the College’s multidisciplinary 
perspective, international nature, and external 
focus to help turn brilliant ideas into lasting 
change. The Bridge at Hughes Hall helps 
researchers build relevant skills and enables 
networking and matchmaking between our 
academic community and external partners. It 
is structured around four themes, in different 
stages of development, through which we 
aspire to have impact on societies and engage 
our students: Global Health; The Future of 
Education; Environment and Energy; and 
Digital Innovation The Bridge also supports 
our centres: the Centre for Climate Change 
Engagement (which works to engage Corporate 
Boards in the practical and regulatory issues 

they will face), Digital Education Futures 
Initiative, Oracy Cambridge (the Hughes Hall 
Centre for Effective Spoken Communication), 
the Cambridge Centre for Digital Innovation, 
and the soon-to be launched 100 Healthy 
Years Centre.

These hubs of academic and professional 
innovation are having a wide-reaching 
influence, drawing global attention to Hughes 
Hall, and are one aspect of a large, vibrant, 
friendly and ambitious community dedicated 
to supporting one another in the pursuit of 
excellence, using academic learning to bring 
about real change and growth in the world.

Our website contains further information 
about our history, people, work and values.

https://www.hughes.cam.ac.uk/homepage/bridge/
https://www.hughes.cam.ac.uk
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The Role  
The Bursar is responsible to the College Council for ensuring the successful and efficient day-to-day 
operation of the College’s financial and operational services as well as the morale and motivation of all 
Support Staff. This is a strategic senior leadership role with specific responsibility for all of the College’s 
financial and operational matters including estates development and management, HR, IT, catering, 
conferences and accommodation.

As a Governing Body Fellow, the Bursar is one of the College’s charity trustees.

The Bursar provides operational leadership, and business and financial understanding to ensure that 
the College continues to enjoy outstanding support services and robust finances.

Reporting to the College Council, the Bursar is a member of the College’s senior leadership team 
alongside the President and Senior Tutor. The role contains a significant leadership element and thus 
requires exceptional people-management skills as well as relevant experience and financial and 
business acumen. It is important to note that the scope of the Bursar’s role expands far beyond the 
purely financial – the role is more similar to that of a Chief Operating Officer, working alongside the 
Senior Tutor who has similar responsibility for the academic life of the College, than of a Finance 
Director.

A key part of the Cambridge College Bursar role is engagement at a University wide (intercollegiate 
level) across the University.

The Bursar will frequently have direct dealings with students including liaising regularly with the MCR 
Committee.
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Strategic Leadership & Policy
The Bursar will:

• Work with Governing Body in guiding the 
strategic direction of the College, taking 
the lead on major initiatives, which in the 
short- and medium-term include a major 
planned extension to the College grounds 
and buildings;

• Contribute to the leadership of Hughes 
Hall as a pro-active member of the senior 
leadership team, involved in both the 
strategic and operational direction of the 
College;

• Collaborate with Bursars of other 
Colleges and officers of the University, 
proactively engaging in formal and informal 
intercollegiate consultations, including 
active participation on the Bursars’ 
Committee.

Line Management
The Bursar will Line Manage key operational 
leads including:

- Assistant Bursar (responsible for 
Finance, IT and HR);

- Domestic Bursar (responsible for 
Catering, Accommodation, and 
Conferences);

- Head of Facilities (responsible for 
Buildings’ maintenance and Porters);

- Compliance Administrator (monitors 
compliance with legislation, policies 
and procedures and Secretary to 
Bursar’s key Committees).
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Duties include:
Finance 

• Overall oversight of the College’s 
finances, to include cash and investment 
management;

• Overall responsibility for the provision 
of accurate and timely management 
and statutory accounts and for the 
maintenance of prudent financial and 
other management controls, working 
effectively with internal and external 
accounting support. The Bursar will report 
at least annually on these matters to the 
Audit Committee and on a regular basis to 
the Governing Body;

• Overall responsibility for compliance with 
the accounting principles agreed within the 
University for the Colleges generally;

• Working with the Finance Committee to 
recommend the College’s overall financial 
strategy to the College Council and to 
formulate the annual budget;

• Working with the Investments Committee 
to oversee constructive relations with 
professional and independent investment 

advisors, and to ensure that the College 
maintains investment policies and 
standards of governance appropriate to an 
endowed charity;

• Ensuring appropriate insurance cover;

• Responsibility for ensuring both short and 
long-term funding is in place to support the 
changing needs of the College.

Risk Management

• Developing and conducting processes 
to identify operational, financial and 
reputational risks in conjunction with the 
executive team and the Fellowship;

• Oversight of College Risk Register and 
associated risk assessments ensuring 
appropriate monitoring systems are in 
place;

• Ensuring appropriate financial policies and 
regulations are in place;

• Proposing and implementing appropriate 
risk mitigation strategies.

Key Responsibilities  
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Estate

• Oversight of the identification, planning 
and execution of all new capital projects 
and building developments, and 
responsibility for the implementation of 
College policy on property, in conjunction 
with the Estates Committee, reporting to 
College Council and the Governing Body;

• Responsibility for the efficient running 
of the College’s accommodation 
management, events activity and social 
functions;

• Oversight of College estate management 
and housekeeping;

• Responsibility for College catering;

• Promotion of good relationships with local 
authorities (County and City Councils, 
Police, Fire and Security services) and 
neighbours;

• Responsibility for overseeing the 
environmental policy, and for reviewing, 
maintaining and delivering the policy as set 
by Governing Body;

• Effective use of the College’s facilities to 
include commercial lettings.

HR

• Formal and practical responsibility for 
the implementation of HR management 
functions (including payroll and pensions) 
and HR policies relating to all academic 
and non-academic staff. This includes 
compliance with employment law.

IT

• Oversight of College information 
technology including development of IT 
strategy, policies for purchase and use 
of IT for academic, administrative and 
educational purposes;

• Ensuring that the College continues to 
deliver an excellent IT provision to internal 
and external stakeholders in a changing 
world;

• Ensuring that the College operates 
within the framework of the University 
Information Services and benefits from 
using their products and services where 
appropriate.

Legal

• Responsibility for legal and contractual 
matters, including liaising with legal 
advisors and solicitors, and ensuring that 
the College’s statutory duties, including 
those related to its status as a registered 
charity, are fulfilled;

• Obtaining legal advice as requested by the 
Governing Body or the College Council;

• Maintaining an awareness of developments 
in the law as they affect the College’s 
interests;

• As Data Protection Lead, responsibility for 
preparation of policy statements;

• As Health and Safety at Work lead, 
responsibility for ensuring compliance with 
The Health and Safety at Work Act 1974.
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Skills and Experience
Candidates should bring:

• A successful track record of senior 
management and proven expertise as a 
very good administrator, with the strategic 
vision and initiatives to promote the 
objectives of the College;

• The ability to work in a collegiate 
institution whose primary purpose is the 
advancement of education, learning and 
research;

• Experience of developing strategies 
designed to anticipate and respond 
proactively to a rapidly changing 
environment;

• The ability to balance limited resources 
with multiple demands and expectations;

• Shrewd business and commercial acumen, 
with the ability to direct the input of 
external advisors and agents to the best 
interests of the College;

• The ability to manage change and lead 
projects effectively, and to demonstrate 
flexibility and responsiveness in 
approaching the role;

• The ability to manage a highly varied 
workload, with the ability to cope under 
pressure, to manage a high degree of 
complexity, and to exercise a mature 
and balanced judgement in relation to 
priorities;

• A degree or equivalent qualification.

Person Specification  
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Personal Attributes
Candidates should demonstrate:

• Highly developed interpersonal skills, 
including working co-operatively with 
others, negotiating and influencing skills 
and the ability to lead and manage teams;

• An interest in higher education and an 
affinity with the ethos of an academic 
community;

• An appreciation of the differing priorities 
and interests of the various constituents 
of College life, including Fellows, staff and 
students, and an interest in fostering 
positive relations between them;

• A high degree of personal integrity with 
the ability to stand apart and exercise 
independent judgement;

• A collaborative and collegiate style with a 
willingness to work in close co-operation 
with the President, Fellowship, students 
and staff;

• Excellent communication skills, including 
the ability to present complex material 
clearly to different audiences, both internal 
and external to the College;

• A willingness to “roll their sleeves up” when 
required and to be engaged actively in all 
aspects of College life;

• A proactive style and entrepreneurial 
capacity, with the ability to identify 
opportunities and take initiatives;

• Presence, sensitivity, inclusiveness, 
patience and persuasiveness.
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The appointment will be subject to the Statutes 
and Ordinances of the College: 

Official Documents | Hughes Hall (cam.ac.uk) 
The following notes summarise the main 
provisions:

• The salary will be commensurate with 
skills and experience, and is expected to 
be Grade 12 Band 1 on the University of 
Cambridge pay scale (currently £72,689 to 
£92,038).

• This is a full-time post. The hours of 
work are not fixed and flexibility and 
commitment appropriate to a senior 
administrative appointment are expected. 
Some evening or weekend attendance will 
be required.

• The post holder will be entitled to join the 
USS (Universities Superannuation Scheme).

• The appointment will be offered with 
a probationary period of nine months, 
subject to satisfactory references, 
and proof of the right to work in the 
UK. During the probationary period 
the appointee will be expected to 
master the full requirements of the 

role, and achieve a satisfactory level of 
performance as assessed before the 
end of the probationary period. During 
the probationary period either party 
may give the other one month’s Notice 
of Termination. After the appointment is 
confirmed, three months’ notice to include 
a whole term is required on either side 
in writing. The College has adopted the 
University’s policy of an Employer Justified 
Retirement Age (at age 67).

• Annual paid leave entitlement is 25 working 
days in addition to statutory holidays.

• Some statutory holidays may have to be 
worked; in particular those falling within full 
University Term, in which case a day in lieu 
will be given.

• The post holder will be a Fellow and a 
member of the Governing Body with 
attendant privileges.

Terms Of Appointment

https://www.hughes.cam.ac.uk/about-us/official-documents/
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Bursar’s Team  

Bursar

Assistant 
Bursar

Domestic 
Bursar

Finance/
HR/IT

Compliance
Admin

Bursar's PA

Head of 
Facilities

Maintenance 
& Porters

Conference/
Accommodation/

Catering

Council
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How To Apply    
Interested candidates should send a full curriculum vitae and a covering letter outlining how you
meet the job description and person specification to hugheshall@minervasearch.com by 12:00 noon  
Monday 14th June 2021. Hughes Hall values diversity, and is committed to ensuring
equality of opportunity. The College welcomes expressions of interest and applications from
candidates from all communities and a diversity of backgrounds.

mailto:hugheshall%40minervasearch.com?subject=


Contact   

Potential applicants who wish to make an informal enquiry about the position should 
contact Minerva as follows:
 
Maliha Ahmed    Kerry Shepherd    
maliha@minervasearch.com    kerry@minervasearch.com  

Ben Tucker    Natalie Chapman  
ben@minervasearch.com  natalie@minervasearch.com

www.minervasearch.com

mailto:maliha%40minervasearch.com?subject=
mailto:kerry%40minervasearch.com?subject=
mailto:ben%40minervasearch.com?subject=
mailto:natalie%40minervasearch.com?subject=
http://www.minervasearch.com

