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Dear Candidate, 

Thank you for your interest in becoming All 
Souls College’s new Domestic Bursar. Dr Rima 
Dapous, the current incumbent, will be leaving 
us at Easter 2023 and we are now seeking her 
successor. The College is a thriving institution 
for academic research in the centre of Oxford. 
Subjects of study range from Life Sciences to 
Medieval History.

The academic community is diverse – some 
Fellows are at the very beginning of their 
careers, while others hold Professorships in the 
University. All Souls has strong links to public 
life – notably in Law, and also in Government, 
Economics and Literature. 

The Domestic Bursar in All Souls is the Chief 
Operating Officer, responsible, in short, for 
ensuring with colleagues that the College runs 
efficiently and effectively. This is a significantly 
broader role than similarly titled posts in other 
colleges. This brochure gives some indication of 
the breadth and variety of this task, and the skills 
and experience that it demands. A measure of 
the importance that the College attaches to the 
role of Domestic Bursar is that the post-holder 
is a full Fellow of All Souls and a member of its 
Governing Body. 

The nature and shape of this role are evolving, 
partly in response to the pandemic and 
personnel changes. The new Domestic Bursar 
will play a key role in shaping this evolution and 
I hope you will consider the opportunity to do so 
to be a key attraction.

Thank you again for your interest in the position. 
I would strongly encourage you to take up the 
opportunity to arrange an informal discussion 
about the role with our retained recruitment 
consultant, David Richards, before deciding 
whether to submit an application. You will find 
his contact details later in the brochure.

Professor	Sir	John	Vickers	

Introduction by the Warden
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Founded in the 1430s and situated in the heart 
of Oxford, All Souls is distinct amongst Oxford 
colleges for its focus on academic research. It 
is a thriving academic institution comprised 
of a distinguished group of Fellows in the 
Humanities, Law, Social and Natural Sciences, 
and Mathematics. Its Fellows are involved in 
teaching and supervision of research at Oxford 
and there are no undergraduate members of the 
College. Through its Fellows and otherwise, the 
College has strong ties to public life.

All Souls has about eighty Fellows, around ten 
Visiting Fellows, and a substantial number of 
Emeritus (i.e. retired academic) Fellows actively 
engaged in research.

The Fellowship also includes the College 
Chaplain, the Estates (i.e. Investment) Bursar, 
and the Domestic Bursar. The College has 
charitable status and depends financially on 
income from its endowment of property and 
financial assets. Members of the Governing Body 
are Trustees of the Charity.

Further information about the College’s research 
activity and history can be found on the College 
website (www.asc.ox.ac.uk).

The College is an inclusive, friendly and intimate 
environment. The Fellowship is diverse with 
respect to academic interests, international 
background, and the wide spectrum of stages of 
academic career which the Fellows represent.

The operation of the College depends on efficient 
financial management, HR and IT systems in 
support of its academic activities. The staff of 
the College, whom the Domestic Bursar leads, 
are an essential part of the fabric of the College 
community and instrumental in its continued 
success as a premier research institution.

Background
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The Domestic Bursar holds the senior 
administrative post within the College. It is 
a broad and challenging role that calls for 
an individual who can operate as a general 
manager, with sound core finance and 
regulatory-compliance skills, while showing 
sensitivity to the collegiate governance structure 
of All Souls. The Domestic Bursar is an 
‘Official’ Fellow and a member of the College’s 
Governing Body.

The role of Domestic Bursar at All Souls is 
somewhat different from roles of similar title 
at other Oxford colleges because All Souls has 
no undergraduate members. The Domestic 
Bursar’s role is centrally concerned with 
regulatory compliance, along with legal, taxation 
and financial expenditure matters as well as 
responsibility for HR, IT, College governance, 
academic support (e.g. supporting the 
competition process for the election of Fellows), 
and supporting the Accommodation Committee 
in the allocation of Fellows’ accommodation 
(offices) in College properties.

Further, through the Manciple (who reports to 
the Domestic Bursar and is responsible for the 
overall day-to-day operations of the College), the 
postholder is responsible for the operation of the 
porters’ lodge, housekeeping, dining services, 

maintenance, the kitchen, the College grounds 
and gardens, events management, and health 
and safety matters. 

Working closely with the Warden, the Estates 
Bursar (who manages the College’s endowment) 
and other College Officers, the Domestic Bursar 
is responsible for the management of all staff 
and College operations to ensure that the day-
to-day running of the College meets the needs 
of the Fellows as well as legal and compliance 
obligations attendant upon a regulated charity.

The Domestic Bursar acts as a bridge between 
the College staff and the Fellows of the College, 
and ensures that all aspects of College life, from 
the academic to the operational, work smoothly.

The Domestic Bursar has a role in strengthening 
connections with other Oxford colleges and 
acts, with the Warden and other Fellows, as the 
College’s ambassador and advocate in various 
cross-University bodies.

The Role
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The Role (continued)

Key	Areas	of	Responsibility
 1.  Drafting of budgets and control of 

expenditure within approved policies;

 2.  Ensuring the College’s management accounts 
and annual reports are kept in an orderly and 
accurate fashion and developed in a timely 
manner (The Estates Bursar is responsible for 
the Statutory Accounts);

 3.  Advising, in conjunction with the Estates 
Bursar, on the financial implications of 
proposed courses of action for both academic 
and non-academic proposals;

 4.  Ensuring that the College’s administrative 
structure, domestic operations, and staffing 
are efficient, cost-effective, and suitable to 
support its academic objectives;

 5.  Advising on, and implementing, best practice 
in order to enhance the performance of 
operational and administrative functions;

 6.  Support of academic competitions for 
the election of Fellows and subsequent 
management of contracts of employment, 
pension arrangements, and allocation of 
accommodation to Fellows;

 7.  Providing governance support to College 
committees, in particular the Audit, Domestic 
and IT committees, with input to the General 
Purposes Committee, and a particular 
responsibility for preparing papers for the 
Domestic Committee and ensuring that 
decisions are carried through;
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 8.  Ensuring the College is compliant with 
all relevant legislation including data 
privacy, Prevent, Freedom of Information, 
development of the Grade I listed 
historic estate, employment law, HMRC 
requirements, and Charity Commission 
matters;

 9.  Ensuring the provision of robust and up-
to-date IT infrastructure and systems that 
support academic research and the effective 
administration of the College;

10.  Providing leadership, management and 
motivation of College staff responsible for 
financial control, HR, IT, and domestic 
services; supporting them by providing 
opportunities for professional development;

11.  Overseeing the effective administration 
and operation of the All Souls College Staff 
Pension Scheme (a scheme closed to new 
joiners) as a Trustee and as Secretary to the 
Trustees;

12.  Providing a healthy and safe environment 
conducive to research and other College 
activities; ensuring that the College complies 
with all relevant fire, health and safety 
regulations;

13.  Representing the College on inter-collegiate 
and University committees;

14.  Supporting the Warden and other colleagues 
in matters of public relations, including 
website development, and ensuring the 
College’s good name is protected and 
enhanced.

Direct	Reports	
The following staff report directly to the 
Domestic Bursar and are responsible to the 
Domestic Bursar for the services that they 
provide: 

•  Manciple (who is responsible for the porters’ 
lodge, housekeeping, dining services, 
maintenance, the kitchen, the gardens, and 
health and safety matters);

•  College Accountant (who also supports the 
Estates Bursar);

•  HR Manager;

•  IT Manager; 

•  Librarian in Charge;

•  Domestic Bursar’s Secretary. 

Key internal relationships include: 

•  The Warden; 

•  The Estates Bursar;

•  The College Secretary (whose day-to-day 
work is in support of the Warden but for 
whom the Domestic Bursar exercises line-
management responsibility); 

•  Academic Fellows who are also College 
Officers (e.g. the Sub-Warden, the Academic 
Secretary, the Dean of Visiting Fellows, the 
Fellow Librarian, the Diversity Fellow, and the 
Steward of Common Room). 

The Role (continued)
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Further	Duties	
In addition to providing leadership to the above 
services, the Domestic Bursar performs the 
following duties: 

Meetings and consultation 
Regular attendance is required at the main 
College committees. 

Liaison 
Regular liaison is expected with the Warden and 
other Academic Officers of the College both on 
day-to-day administrative matters and to discuss 
policy issues and the relationship between 
academic and non-academic aspects of the 
College operations. 

Buildings and accommodation 
The Domestic Bursar, via the Manciple, ensures 
the adequate maintenance of College buildings 
and plant including forward planning of 
maintenance requirements and the securing 
of the work; coordinates and controls new 
building and refurbishment; forecasts Fellows’ 
accommodation needs and supervises the 
arrangements for any rented property; oversees 
the maintenance and development of a security 
policy and procedures for the College both in 
terms of personal and property safety. 

The Domestic Bursar ensures that staff and 
academic staff accommodation is appropriate to 
residents’ needs and is used on a cost-effective 
basis. 

Legal Compliance 
The Bursar is the nominated responsible person 
for a range of legal-compliance requirements 
which include data protection, health and safety, 
Freedom of Information, equal opportunities, 
carbon-reduction commitment, GDPR, 
accommodation, personnel, financial and charity 
legislation. 

The Role (continued)
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There is little within College life upon which 
the role of Domestic Bursar does not touch. 
The role therefore calls for someone who is not 
only highly motivated to participate in College 
operations but who is also sensitive to the 
intellectual and community life of the College. 
An able communicator, who enjoys engaging 
with accomplished academic colleagues and a 
range of stakeholders across Oxford and further 
afield, will thrive in this role.

The postholder must be genuinely committed to 
the purpose of the College as a place of world-
class research with close links to public life. The 
role calls for versatility of skills in leadership 
and management of the operations of a small 
yet complex entity. First-class professionalism, 
attention to detail, sensitivity and diplomacy, 
impartiality and tenacity will make for an 
excellent appointment to this important role.

It is expected that suitable candidates may come 
from a wide range of previous experiences and 
backgrounds, but we would expect to see most, 
if not all, of the following elements in the career 
experience and competences of applicants: 

Experience	and	Qualifications	
•  Successful senior management experience 

in a complex organisation spanning some or 
all of the areas of finance, human resources, 
regulatory compliance, IT, and governance; 

•  A record of successful financial planning and 
budgeting in a manner that balances prudence 
with maximisation of opportunity; 

•  Experience of overseeing and managing 
legal-compliance policies and procedures 
and evidence of being able to deal well with 
individual ‘difficult’ cases as they arise. 
The ability to engage with the detail of new 
legislation and policy as may become relevant;

•  Evidence of working collaboratively at a 
strategic level to develop organisational 
vision, and to help craft financially viable 
routes to bring ambitious plans to fruition; 

•  Experience of leading, motivating, and 
developing a multidisciplinary team of staff to 
provide the highest levels of service; 

•  A good first degree together with further 
relevant business or financial qualifications. 

The Person
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Personal	Attributes	and	Values	
•  An understanding of the academic purposes 

of a leading research institution;

•  A willingness to enter into the life of the 
College and appreciation of the collegiate 
nature of the University of Oxford; 

•  A pragmatic approach to solving challenges; 

•  An outgoing nature with excellent 
interpersonal skills, a collaborative approach, 
and the ability to build effective relationships 
at all levels and across the full breadth of the 
College community;

The Person (continued)

•  An empowering and supportive leadership 
style with an ability to lead, manage and 
motivate a wide range of operational and 
administrative staff in the delivery of support 
services to the College; 

•  The competence and personal credibility 
needed to gain the confidence and respect of 
the Fellows of the College; 

•  Strong organisational skills including the 
use of IT where appropriate and an ability to 
prioritise. 
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Equal	Opportunities: All Souls College is an 
equal opportunities employer and commitment 
to this is expected from all Fellows and staff. 

Pension	Scheme: The College is a member of 
the USS pension scheme to which the Domestic 
Bursar will be automatically enrolled. See 
www.uss.co.uk/ for details. Those who are 
adversely affected by HMRC rules on pension 
tax allowances may elect to receive a cash 
enhancement (currently 12%) to their relevant 
pay if they opt out of USS altogether, select an 
enhanced opt-out, or set a voluntary cap on their 
pensionable salary. 

Dining	Rights: Fellows are entitled to lunch and 
dinner at common table without charge. 

Relocation	Costs: The College will in 
appropriate cases contribute towards relocation 
costs (including qualifying expenses up to a limit 
of £8,000) in keeping with University policies. 

Medical	Insurance: Fellows and their immediate 
dependants are also eligible for participation in 
the College’s medical insurance scheme. There is 
no charge for this, but it is a taxable benefit. 

Location: Oxford, United Kingdom. 

Accountable	To: The Warden and Fellows. 

Responsible	For: The Manciple, College 
Accountant, IT Manager, Librarian in Charge, 
HR Manager, Domestic Bursar’s Secretary. 

Salary: in the region of £90,000.

Working	Hours: This is a full-time post. The 
ability and willingness to adopt a flexible 
approach to working hours and duties is 
expected, and the Domestic Bursar may be 
required to work additional hours from time to 
time in order to fulfil the requirements of the 
role and the needs of the College. For example, 
some College meetings are on Saturdays and the 
Domestic Bursar’s presence is required. 

Contract: This post is subject to a probationary 
period of six months, after which there will be a 
performance review. The Official Fellowship at 
All Souls College is subject to continuing to hold 
the post of Domestic Bursar. 

After the successful completion of the 
probationary period, during which notice to 
terminate will be one month by either party, the 
College expects to be given six months’ notice to 
terminate the contract of employment. The post-
holder will be entitled to the equivalent period of 
notice should the College need to terminate the 
contract of employment. 

Holiday:	Six weeks including breaks over 
Christmas and Easter. 

Leave and holiday dates for this post should 
be agreed in advance with the Warden, 
subject always to the operational needs and 
requirements of the College, which are at their 
height during the University’s term-time. 

Terms & Conditions
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Applications
Please apply by email to our retained consultant, 
David Richards of OCT Associates 
(david@oct-associates.co.uk or +44 7798 523 422).

Potential applicants are strongly encouraged 
to arrange an informal discussion with David 
before deciding whether to apply.

Applications should comprise a detailed CV, 
giving full career details, achievements and 
qualifications, together with a short covering 
letter (no more than two pages). This should 
explain your interest in the role, and particularly 
highlight what might make you stand out from 
others as a strong candidate (why you should 
get the job, rather than merely why you could do 
it). You are requested also to give details of your 
current remuneration.

In your covering letter, please also give details of 
any dates on which you would not be available for 
interview during the date windows listed below.

We also ask you to complete and return 
the Equal Opportunities Monitoring Form, 
available for download separately. This form 

is for monitoring purposes only. It will be kept 
separately from the rest of your application and 
is not seen by staff involved in short-listing or 
selection decisions.

Since	we	will	correspond	with	you	by	email	and	
phone,	please	ensure	that	you	provide	us	with	
an	email	address	and	phone	numbers	that	you	
are	happy	for	us	to	use	for	this	purpose.	Please	
provide	a	mobile	phone	contact	if	possible.

Closing	Date
The closing date for applications will be 
Tuesday	11th	April	2023 at 09.00 UK time. 
Late applications may not be considered.

We reserve the right to open discussions with 
well-qualified applicants ahead of the closing 
date, so there may be advantage in applying 
before the end of the response window. We 
also reserve the right to approach additional 
candidates after the closing date should it be 
necessary to broaden the field.

How to Apply & Appointment Process
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Equal	Opportunities
All Souls is committed to equality of opportunity 
and diversity in employment.

A disability or health problem does not preclude 
full consideration for the job, as any reasonable 
adjustments to the role will be explored. This 
information may need to be shared with those 
involved in selection decisions in order for them 
to consider any such adjustments. Please inform 
us in your application what arrangements you 
might need in employment or in attending for 
interview.

Selection	Process
Applications will be acknowledged by OCT 
Associates upon receipt.

After the closing date all candidates will be 
informed by email or phone of the outcome 
of their applications. A long list of candidates 
who most closely match the requirement will 
be invited to an initial interview with OCT 
Associates. These interviews may be held 
in Oxford or by videoconference, in weeks 
beginning 17th and 24th April.

Following these initial interviews, a short list 
of the best-qualified candidates will be invited 
to attend panel interviews with some College 
Fellows, on dates between 11th and 19th May. 
One or more candidates will then be invited 
back for a final interview on Friday 26th May. 
Meetings with other members of the College and 
its staff will also be arranged. Any appointment, 
and election to a Fellowship, will need to be 
approved at a meeting of the Governing Body on 
Saturday 10th June.

Travel	Expenses
Reasonable travel expenses will be reimbursed 
to candidates required to attend for interview, 
by application to OCT Associates. Rail travel 
should be Standard Class, and mileage claims 
will be reimbursed at HMRC standard rates. 
Please discuss any significant expenses (e.g. 
international travel or long journeys) with David 
Richards before incurring the expense.

How to Apply & Appointment Process (continued)
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www.oct-associates.co.uk
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