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A Message from the Chairman 

 

Thank you very much for your interest in the role of Chief Executive and Clerk of the United 

Westminster and Grey Coat Foundation (UWGCF) in succession to the current Clerk who 

will retire at the end of this year. Until very recently the United Westminster Schools 

Foundation (UWS) and the Grey Coat Hospital Foundation (GCHF) were separate 

charities, with separate boards of trustees, which were administered by the same 

Foundation Office.   

 

On 31 March 2019 UWS and GCHF formally merged to become UWGCF with a single 

board of trustees.  This creates an education charity of significant size and presents an 

extremely exciting opportunity for the Foundation in the years to come. We are looking 

for someone who is not only able to put forward strategies for Trustees to consider, but 

also to ensure that the current five schools are supported to help them continue to 

achieve excellence. These changes do not presage a change in the relationship with 

the Foundation’s schools; each school will retain its existing autonomy under the 

leadership of its respective Governing Body. The merger does, however, present 

opportunities to manage its endowments more effectively and to consider ways in which 

it can promote public benefit in a more focused and co-ordinated way than was 

possible before. 

 

The responsibilities of the Chief Executive and Clerk and the ideal candidate are 

described in this pack. You will note that the title of the post has been changed to reflect 

not only the traditional understanding of the term ‘Clerk’ in the field of education and 

other charitable organisations, but also to encompass the wide responsibility for all the 

executive functions of the office. Your application should highlight how you meet these 

requirements, giving examples where possible. 

 

I hope you will consider applying for this position. Details of how to do so are found in this 

document. 

 

If you are interested in discussing this role, please contact Edward Wild or Amy Wevill in 

the first instance. They will follow up on any questions and, where appropriate, put us in 

touch directly. 

 

Vice Admiral Peter Dunt CB DL 
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Context of the Appointment 

 

The Foundation is a registered charity which comprises five schools: two state and three 

independent:   

 

• Westminster City School;  

• The Grey Coat Hospital;  

• Queen Anne’s School Caversham; 

• Emanuel School; 

• Sutton Valence School.   

 

The aim of the charity is to provide public benefit in education through promoting broadly 

based educational excellence and improvement, which is financially sustainable in each 

of the Foundation’s schools, and to do so within the framework of a Christian ethos.  

 

The Role 

 

The Chief Executive and Clerk is accountable to the Chairman of Trustees for the 

management of the charity’s interest and the efficient running of the Foundation Office.   

 

The postholder also acts as Clerk to the governors of each of the schools and in this 

capacity is responsible to the five chairmen for the effective administration of the 

governors’ affairs, for advising governors and Headteachers on their responsibilities and 

for the arrangements to be made when a Headteacher or Bursar is to be appointed. 

Other responsibilities include: 

 

• Leading and managing the charity and the Foundation Office; 
 

• Maintaining close contact and communication with the Foundation’s schools and 

advising Trustees, through the Chairman, of any matters of concern; 
 

• Keeping up-to-date on all Education Acts and Policies and initiatives and on 

charity law through active engagement with the Charity Commission; 

 

• Providing guidance and advice to Trustees on the overall strategic direction of the 

Foundation and preparing policy options, strategic objectives, investment policies, 

discussion papers and financial reports for Trustees; 
 

• Developing, with trustees, and monitoring key performance indicators for the 

Foundation; 
 

• Overseeing the finances and accounts of the Foundation including, inter alia, 

monitoring of investments and assets, audits, and annual reports; 
 

• Ensuring appropriate policies and procedures exist and are adhered to across the 

Foundation and their respective schools; 
 

• Ensuring the submission of long-term development plans by the schools to the 

trustees; 
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• The servicing of meetings of the Foundation’s Board and sub committees; 
 

• Advising trustees on the periodic procurement and employment of professional 

advisers;  

 

• As the trusted advisor, the maintenance of good working relationships with the 

Headteachers, Bursars and other senior staff of the schools will be important.  This 

should include giving advice on educational, management, legal and 

employment issues as required. 

 

• Advising the schools on such issues as financial planning, management accounts, 

payroll, pensions, each schools’ General Charitable Trust and other associated 

charities. 
 

• Establishing and servicing of Governors’ panels for hearings associated with 

disciplinary matters or the admission and exclusion of pupils. 

 

• Attendance for the purpose of giving advice at Governing Body meetings and the 

meetings of the committees established by the school governing bodies. 

 

• Assisting, as requested, with the appointment/induction of governors/trustees. 

 

• Providing/arranging training for governors (e.g. on issues such as safeguarding and 

GDPR). 

 

• Advising schools, as requested, on the procurement of professionals for building 

projects. 

 

• Ensuring effective links with the Department for Education and local authorities, 

and the preparation of applications for grant-aid for capital works and the 

claiming of grants, including partnership funding. 
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The Candidate 

 

The ideal candidate for the role will: 

 

• Demonstrate a clear commitment to education and the improvement of pupils’ 

outcomes; 

• Be an effective communicator at all levels with the ability to establish and develop 

strong professional relationships and to drive improved performance and 

outcomes; 

• Have experience of state or independent education – both desirable – and 

knowledge of current policy and proposals for both; 

• Be self-motivated and used to delivering against clear targets; 

• Demonstrate awareness of the key principals of trusts and the responsibilities of 

trustees and Employment Law and disciplinary hearings; 

• Be financially astute, used to setting budgets, forecasting, financial management 

and audit; 

• Display clear knowledge of how schools operate at a senior level and associated 

funding models; 

• Bring experience of leadership of an organisation of comparable scale; 

• Have experience of working for – or as a trustee of – a charity; 

• Provide evidence of a commitment to diversity and integrity; 

• Be committed to the Christian ethos of the Foundation and its schools; 

• Be a graduate with clear evidence of a commitment to continuing professional 

development. 

 

Terms and Conditions 

 

This is a full time and permanent post based at the Foundation Office located in the 

Pouchot Building, Westminster City School, 57 Palace Street, London SW1E 5HJ. 

 

A salary of up to £100,000 will be agreed depending on the experience of the appointed 

candidate. A pension contribution will be made by the Foundation to a defined 

contribution scheme. 
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How to Apply 

 

The Foundation has retained Wild Search to advise on this appointment. Should you wish 

to discuss your interest and to ask questions prior to applying please contact Edward Wild 

on 0207 233 2115. 

 

If you wish to apply for this position, please supply the following by midday Tuesday 28th 

May via the Wild Search website. 

 

• A comprehensive CV setting out your career history and including details of any 

professional qualifications, together with the names and full contact details of 

three referees, none of whom will be contacted without your consent and only if 

you are shortlisted.  

  

• A short supporting statement of no more than two pages of A4 providing 

evidence of the strength and depth of your ability to meet the essential criteria 

for the role. Please provide specific examples to demonstrate how you meet the 

requirements set out in the Candidate section of this document. 

 

The appointments panel will be chaired by Vice Admiral Peter Dunt CB DL, Chairman of 

the Foundation. 

 

Following a shortlisting meeting on Wednesday 5th June, candidates will be informed of 

the outcome. Those who are shortlisted will be invited to meet with the Chairman and to 

visit the schools. 

 

Panel interviews will take place on Tuesday 25th June at the Foundation offices. 

 

 

 

 

 

Data Protection 

The Foundation takes its obligations under the Data Protection Act seriously. Any data 

about you will be held in secure conditions with access restricted to those who need it in 

connection with dealing with your application and the selection process. Data may also 

be used for the purposes of monitoring the effectiveness of the recruitment process, but 

in these circumstances will be kept anonymous.  

 
 


