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INTRODUCTION
Wolfson College is seeking to appoint a Bursar in

Candidates should have a proven track-record of

succession to Mr Christopher Lawrence who has been

managing a range of key operational functions in

appointed Bursar of Newnham College from 1 April

a complex environment. The role requires excellent

2019. The successor will be expected to take up

leadership and interpersonal skills, as well as

appointment ideally in the early summer and no

financial acumen, and the ability to balance strategic

later than 1 October 2019.

thinking with a grasp of detail. The successful

The Bursar is the College’s senior non-academic officer
responsible for the operational administration of the
College, for its finances, HR, estate, IT and other assets,
and for governance, compliance and legal matters.
One of five College officers, the Bursar will be a Fellow
of the College.
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candidate will demonstrate a commitment to the
academic endeavour of the College and enthusiasm
for its ambitions.
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THE COLLEGE
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Wolfson College is one of the 31 Colleges in the

a one-year Master’s degree or PhD, and 260 part-

University of Cambridge. Founded by the University

time postgraduates studying for a Master’s degree

as University College in 1965, the College became

over two years. All academic disciplines are reflected in

Wolfson College in 1973 following a benefaction from

the student body and in the Fellowship, with particular

the Wolfson Foundation. The College was the first in

strengths in Law, English, Computer Science and the

Cambridge to have both male and female students

Life Sciences. The College provides academic and

and male and female Fellows. The College occupies a

pastoral support tailored to the distinctive needs

single attractive site in the Newnham area of the city,

of postgraduate and mature undergraduate students,

situated between the growth areas of the University

not all of whom have followed standard paths to

in West Cambridge, North-West Cambridge and the

University education. The College is unique in being

Biomedical Campus around Addenbrooke’s Hospital,

able to offer accommodation on site to its full-time

while a short walk from the University Library and the

postgraduates for up to three years as well as to

Sidgwick site, home to most of the Humanities and

undergraduates for the duration of their course.

Social Sciences faculties. This puts Wolfson College

This helps to create a strong sense of community in

at the heart of one of the world’s leading universities.

the College.

The College is one of the larger Colleges in terms

As well as the student body, there are 110 Fellows,

of student numbers, with over 900 students, made

who form the Governing Body of the College. Ten

up of 175 mature undergraduates (aged 21 or

members of the Governing Body are elected to serve

above), 470 full-time postgraduates studying for

on the College Council alongside the five College
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Officers (President, Vice-President, Bursar, Senior Tutor

e.g. there is no separate dining for Fellows at a ‘high

and Development Director) and three officers from

table’. The cosmopolitan nature of the College derives

the Wolfson College Students’ Association (WCSA).

from the large number of nationalities within the

The members of the College Council are the Charity

membership – over 90 nationalities within the current

Trustees of the College, which is a Registered Charity.

student body and over 150 nationalities among the

The Council is responsible to the Governing Body for

alumni worldwide.

the operational running of the College.
The College hosts a significant number of Visiting

principally from student fees and rent for College

Fellows who are based in the College during a period of

rooms. The endowment, currently £28m, has grown

research leave from their home institution. The College

significantly in the last eleven years and is almost all

also extends active social membership beyond the

invested in the Cambridge University Endowment

Fellowship and student body; in particular there are

Fund (CUEF). A further £10m borrowed through a

large groups of Senior Members and College Research

private placement in 2018 over a 35-year term, with

Associates who take a lively interest in College activities.

the object of achieving income and long-term capital

The attached organograms show the current

growth, is also invested in the CUEF.

staffing structure of the College. There are

Further information about the College is available from

some 100 non-academic members of staff

its website: www.wolfson.cam.ac.uk

responsible for: Catering, Conferences &
Events and Accommodation, IT, HR, Finance,
Communications, Maintenance, Porters, Gardening,
Library, Development and College Administration.
Responsibility for departments concerned with
catering, accommodation and the operation
and upkeep of the College’s buildings is delegated
to the Domestic Bursar, with whom the Bursar
works closely.
Two adjectives which are often used to describe
Wolfson College are ‘egalitarian’ and ‘cosmopolitan’.
There is a non-hierarchical culture in the College,
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The College has an annual turnover of almost £10m
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The Bursar is accountable to the College Council

and sympathetically with a wide range of people

and reports to the President, as Chair of the Council.

who make up the College community. The College

The Bursar is a Fellow of the College. The principal

is looking for someone who will, in addition to

responsibilities are as follows:

performing the duties of the office, take an active

• Management of the non-academic administration
of the College (organogram attached)
• Management of the financial and other assets of
the College, including budgeting and accounting,
the endowment, and the development of the
College’s buildings and estate

the College.
The successful candidate will be joining the College
at an exciting point in its evolution. Over the past
twelve months, under the new President, the
College has conducted a thorough review of all
its activities and is now developing its operational

• Governance and compliance, including Secretary

plans and the next phase of its fund-raising

of the Governing Body and College Council,

campaign in the context of a new strategic vision

regulatory compliance and legal issues.

for the College. The College therefore seeks an

Thus, the Bursar is a Chief Operating Officer for the
College’s non-academic operations combined with
Finance Director and Company Secretary.
The Bursar must work successfully alongside the other
Senior College Officers – the President, Vice-President,
Development Director and Senior Tutor.
The Bursar should be capable of managing a
complex organisation and of dealing effectively
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interest in the academic, cultural and social life of

individual with senior leadership experience and
financial acumen who understands these aspirations
and will contribute towards achieving them.
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Key responsibilities

oversight of the performance of the College
endowment, including monitoring the CUEF,

Staff
•

The Bursar oversees the human resource

applied annually in support of the College’s

management of all non-academic staff, and

academic objectives.

also various aspects of the employment of
academic staff.
•

and determining the level of income to be

The Bursar is responsible, with the support of the

Governance & Fellowship matters
•

the College Council, the Finance Committee, the

HR Manager, for all contractual and legal matters

Personnel Committee, the IT Strategy Committee,

relating to the employment of staff and also for

and the Buildings & Estate Committee. These

training, staff benefits, communication with staff,

responsibilities require the Bursar to have an

terms and conditions, discipline and performance

overview of the full spectrum of the College’s

management, and staff welfare, much of which

activities and be capable of developing options

is delivered through the heads of departments.
•

for the strategic development of the College,

The Bursar advises the Council, through a
Personnel Committee, on all matters relating
to HR management and good employment

and supporting the delivery of its objectives.
•

establish working relationships with them, and

Finance & Assets

with alumni and potential donors; this includes
participation in College social events, some of

The Bursar is responsible to the Governing

which take place outside normal working hours.

Body for all the financial affairs of the College.
This includes development of financial strategy,
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As an Official Fellow of the College, the Bursar is
expected to be available to the Fellows and to

practice and policies.

•

The Bursar is Secretary of the Governing Body,

•

It is expected that the Bursar will accept

supervision of the accounting function, through

invitations to sit on University bodies and

the College Finance Manager, drawing up reports,

affiliated organisations in Cambridge according

the preparation of management and statutory

to their skills and interests. The Bursar will

accounts, budgets and forecasts, and making

also be a Director of a subsidiary company,

recommendations to the Finance Committee

responsible for external catering, events and

on financial policy, including setting fees and

accommodation letting, which is wholly owned

charges. The Bursar is responsible for the

by the College.
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IT
•

Buildings and Estate
Acting on the advice of the IT Committee, the

Although operational matters for College buildings are

Bursar, through the IT Manager, plans the

delegated to the Domestic Bursar, the Bursar has overall

provision and maintenance of IT in the College.

responsibility for the development, sustainability and

The Bursar reviews decisions on investments in

care of the College estate. This includes planning,

new operational software and hardware with

and budgeting for, a programme of cyclical

rigorous financial appraisal.

maintenance and refurbishment of residential

Legal matters and regulatory roles
•

The Bursar is responsible for ensuring that the
College complies with charity law, accounting
standards, employment law and all other relevant
areas of legislation, including GDPR. The Bursar

accommodation, and the maintenance of academic
and communal social facilities, and the grounds.
The Buildings & Estate Committee is charged with:
•

developing a dynamic masterplan for the site

•

developing and delivering plans for new buildings

is the Data Protection Lead for the College,
manages FOI requests, and will deliver regular
reports to the Charity Commission, the University,
and HMRC.
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and
•

oversight of relevant policies in relation
to procurement and the management of
construction projects.
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PERSON SPECIFICATION
The successful candidate should be able to demonstrate

•

the following experience, skills and personal qualities:

governance and effectiveness with a track
record for instituting current best practice.

Experience
The ideal candidate will have:

Skills and leadership competencies
The ideal candidate will demonstrate:

•

Been educated to degree level or equivalent;

•

Senior general management experience;

•

A successful track-record of managing a range

but should be able to translate financial data

of key operational functions (ideally including

into meaningful insight;

human, financial and physical resources), and
optimising use of an organisation’s assets;
•

Experience of leading effective multi-disciplinary
teams and developing a strong culture of

•

•

Experience of building a strong and responsive

•

develop a high-performance culture;
•

and external stakeholders;
•

•

•

developing and articulating a clear vision, at a
senior level;

Outstanding written and oral communication
skills;

Extensive experience of providing broader
strategic leadership, and contributing to

Strong organisational skills and the ability to
prioritise;

experience of successfully initiating, planning and
driving change and performance improvement;

Excellent interpersonal skills, with the ability to
influence and engage a broad range of internal

stakeholders;
A proven track-record of innovation and

People management skills, with the ability to build,
motivate and challenge teams and individuals to

service culture, working effectively with multiple

•

Leadership skills and the ability to empower
others;

ranging functions;
•

Strong financial acumen and numeracy;
candidates need not be qualified accountants,

collaboration and teamworking across wide-
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Substantial experience of organisational

•

The ability to represent Wolfson College effectively
in its dealings with external stakeholders.
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Personal qualities

•

Be approachable and a good listener;

The ideal candidate will:

•

Demonstrate resilience and confidence; the

•

appointee must hold their own and command

Demonstrate personal resonance with the

respect of a wide range of stakeholders;

academic endeavour of the College and
enthusiasm for its ambitions;
•

Have personal authority;

•

Be creative and imaginative, and spot
opportunities;
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•

Be self-motivated, and demonstrate unwavering
commitment to the role and College;

•

Bring energy, enthusiasm and flair to all aspects
of the role.
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TERMS AND CONDITIONS OF
EMPLOYMENT
The appointment will be subject to the Statutes

iii) The appointment will be offered with a

and Ordinances of the College: www.wolfson.cam.

probationary period of 9 months, subject to

ac.uk/governance. A formal contract, detailing terms

satisfactory references, and proof of the right to work

and conditions will be drawn up on appointment.

in the UK. During the probationary period the

The following notes summarise the main provisions.

appointee will be expected to master the full

i) The appointment will be made with a start date
to be agreed. The salary will be between points 69
and 72 on the University Scale, £73,540-£80,348 at
the appropriate scale point. The point salary grade is
reviewed biennially, and annual cost-of-living increases
keep in step with changes to the academic-related
salaries of the University of Cambridge. Membership
of the USS Pensions Scheme is available, which would
currently require a contribution of 8.8% of salary.
ii) This is a full-time post. There is annual leave
entitlement of 33 days: including eight public
holidays, to be taken outside the periods of
Full Term.
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requirements of the role and achieve a satisfactory
level of performance as assessed before the end
of the probationary period by a panel of three
Fellows appointed and chaired by The President.
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).
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TERM S AND CONDITIONS OF EMPLOYMENT

iv) The post holder will be elected to an official

v) The appointee is expected to reside within a

Fellowship of the College which carries membership

reasonable travelling distance of the College. The

of the College’s Governing Body. Membership of

appointee may not hold any other employment

College Council constitutes trusteeship of a charity.

without the prior approval of the Council.

The appointee will enjoy the rights, privileges and
obligations of a Fellowship. Official Fellows enjoy a
generous allowance of free meals, up to five a week
and two Formal Hall dinners, and the Bursar will be
expected to attend a number of College functions
including Foundation Day, Commemoration of
Benefactors and Matriculation Dinners.
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HOW TO APPLY
We have retained Minerva (www.minervasearch.com ) to advise on this appointment.
For more information about the role, including how to apply, please visit Minerva at
www.minervasearch.com/wolfson. Applications in the form of a CV and a cover letter, addressing the
points in the Person Specification, and the names and contact details of two referees should be submitted
to wolfson@minervasearch.com by Friday 1 March 2019.
Interviews for short-listed candidates are planned for the week commencing 1 April 2019. There will also be
an opportunity to meet Fellows, the College Officers, and key members of staff and to have a tour of the
College during the week commencing 25 March 2019.
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CONTACT
Potential applicants who wish to make an informal enquiry about the position should contact
Minerva as follows:
Kerry Shepherd
kerry@minervasearch.com
0203 714 3477
Helen Higgins
helen@minervasearch.com
0203 793 6311
Natalie Chapman
natalie@minervasearch.com
0203 714 0963

www.minervasearch.com

