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Welcome

Thank you for your interest in this important role with The Woodard Corporation. I am delighted that you are considering applying and hope this brochure gives you a clear sense of both the opportunity and the organisation you may be joining.

Woodard is a significant educational charity, founded on the vision of Canon Nathaniel Woodard, and committed to providing high-quality education within an actively Christian school environment for all. Today, Woodard educates more than 30,000 pupils across academy, independent and state-maintained schools. This role offers the right candidate a distinctive opportunity to contribute to that mission by providing valued support across the Corporation, its Board and its schools.

The post sits within a small Head Office team which supports Woodard’s work across its family of schools. Although we have an office in London, Head Office staff work remotely from locations across the UK, and this role will primarily be home-based. Some travel will be required to schools and other locations, as set out in the job description, together with occasional attendance at the London office. 

While we do not expect all staff to be confirmed Christians, we do ask that colleagues are sympathetic to Woodard’s Christian values and ethos.

The Woodard Corporation Head Office is currently being restructured, and this is a new post designed to strengthen the service we provide to our Board and schools. 

This is an excellent opportunity for a thoughtful, capable and self-motivated individual who is attracted by the flexibility of remote working and the opportunity to make a meaningful contribution to a values-led educational charity.  Experience of education or the charitable sector would be helpful but is not essential. More important will be sound professional judgement, initiative, reliability and a strong commitment to supporting the work of Woodard and its schools.

Thank you again for your interest. I hope you find the information in this brochure helpful, and I warmly encourage you to consider whether this role may be the right next step for you.


Mr Steve Dharamraj
Director of Finance, The Woodard Corporation





About Nathaniel Woodard, Founder
The founder of what are today known as Woodard schools was Nathaniel Woodard (1811 to 1891). He was a priest who started his career as a curate in Shoreham, West Sussex. Struck by the poverty and social deprivation in the area in the mid-19th century, he opened a school in 1848 called St Nicolas which has since grown and developed into Lancing College (its chapel is pictured, below). His educational work became his career, and he went on to open more schools for boys and later, for girls too. In his lifetime he opened 11 schools, both day and boarding. 

[image: Lancing College Chapel - Time For Worthing]Nathaniel Woodard’s aim was to provide an education with a fundamental foundation based on “sound principle and knowledge, firmly grounded in the Christian faith”. Much of this effort was funded by the stipend he received from being appointed a Canon of Manchester Cathedral in 1870 which came in recognition of his early efforts to advance the education of young people. He died in 1891, and his tomb lies in the chapel of Lancing College. To this day, the legacy of Nathaniel Woodard remains at the core of each Woodard school’s purpose and values.

About Our Schools
The Woodard Corporation is an educational charity founded on the vision of Nathaniel Woodard. It is an unusual mixture of both independent and state schools, prep and senior, single-sex and co-educational, boarding and day. Each of our schools is an integral part of the Woodard family and is expected to be an active partner with other schools within the group.

The schools educate a total of around 30,000 young people and are located across England with one in Wales. Each school is distinct but falls into one of the following types:

· 13 leading independent boarding and day schools which are owned and governed by Woodard including Lancing College, Ardingly College, King’s College Taunton, Bloxham School, Ellesmere College, Queen Mary’s School, The Peterborough School, Hurstpierpoint College, Cathedral School Llandaff, Denstone College and Worksop College.
· The Woodard Academies Trust which sponsors six academy schools that reflect the culture and vision of Woodard. These schools are located in Kent, West Sussex, Staffordshire, Tyneside and County Durham.
· There are 14 Affiliated schools (maintained) and Associate schools (independent). These are not owned, governed or funded by Woodard but share our values.

In addition, to celebrate the bicentenary of Nathaniel Woodard’s birth, a new secondary school for more than 500 pupils was opened in 2012 to bring a high quality, Christian-based education to young people in a deprived part of Kenya.



Our Values
The family of schools is geographically diverse but is linked by common values, shared resources and best practice. Many of them are rated as Outstanding in Ofsted/ISI reports. Some are also classed as National Teaching Schools. 

Woodard schools and academies firmly believe that all young people should be given every opportunity to flourish as human beings and to become world class learners within nurturing and supportive communities that place pastoral care at the heart of all they do. 

Our values are expressed through four main ‘themes:’

1. Faith: All Woodard schools and academies have a vision and ethos based on Christian beliefs and values expressed in practical ways as true community institutions welcoming students of all faiths and none in equal measure.
2. A focus on the ‘whole child’: Woodard schools and academies provide student-centred, personalised and holistic education. Each student is to be known, loved and nurtured in all aspects of his/her life.
3. Dynamic communities: Woodard schools and academies are strong and vibrant collegiate communities in which students and staff are encouraged to participate fully and support each other in sporting, artistic, learning settings.
4. Learning: the core function of a Woodard school or academy is to accelerate learning for each student and member of the faculty and to promote excellence in all its endeavours. It will prepare young people to lead full and creative lives.

About the role: Business & Operations Manager
Reporting to The Director of Finance, the Business and Operations Manager will demand an organised and proactive approach, supporting the effective operation of the Woodard Corporation Board, Head Office functions and day-to-day activities. They will ensure the efficient planning and delivery of meetings, conferences and events, and provide high-quality governance and administrative support. This role would suit a range of potential candidates at different stages of their careers, including those with relevant experience who may be returning to work after a career break.

Key Responsibilities
· Plan and coordinate the delivery of Board and committee meetings, the AGM, conferences and events.
· Work closely with Board members, the Executive Chair and Directors to develop agendas, arrange meetings, prepare briefing packs, draft minutes and track actions arising.
· Arrange and provide comprehensive logistical support for meetings, conferences and events.
· Attend meetings, conferences and events as required, providing in-person support.
· Arrange and coordinate visits by Board members, the Executive Chair and Directors to schools and other stakeholders.
· Maintain accurate records, databases and documentation to support the Woodard Corporation.
· Ensure relevant policies and governance documentation are in place, up to date and appropriately maintained.
· Manage KPIs and business analysis.
· Support the monitoring of relevant activities and produce routine reports as required, for example, exam results and pupil numbers.




Executive & Administrative Support
· Manage diaries and scheduling for the Executive Chair and Directors, including internal and external appointments.
· Prepare and organise supporting documentation and briefing materials for the Executive Chair and Directors.
· Maintain action logs and ensure timely follow-up with relevant stakeholders.

Remote Office Coordination
· Support the day-to-day operation of Head Office functions, ensuring systems and processes run effectively.
· Act as a key point of contact for internal queries and external stakeholders, ensuring a professional and timely response.
· Coordinate visits, including scheduling, venues, travel, logistics and hospitality arrangements.

General
· Contribute to the continuous improvement of administrative and operational processes.
· Provide flexible support across the Woodard Corporation as required.

The ideal candidate will bring/ demonstrate 
· Relevant qualifications and experience.
· Strong analytical skills and problem-solving skills. 
· Excellent organisational and time-management skills.
· Excellent written and verbal communication skills.
· High attention to detail, with the ability to manage multiple priorities.
· Proficient in Microsoft 365 (including Outlook, Word, Excel, PowerPoint and Teams).
· Confident in the use of AI in support of business processes.
· Able to work effectively both independently and as part of a team.
· Proactive, with a natural curiosity and a willingness to contribute across a varied remit.
· Willingness for occasional travel and to undertake an Enhanced DBS check (or hold a current certificate).
· Sympathetic to Christian values.
· An interest in education and the charitable sector.
· Experience of coordinating events, projects or administrative processes.



Terms & Conditions


This is a full time and home based role but with a requirement to travel from time to time (all expenses will be covered).

The salary will be around £35k depending on experience.

There will be a pension contribution of 8%

Holiday entitlement of 25 days + 8 public holidays a year

There is a subsidised private healthcare scheme available.

The successful candidate will receive a full induction and appropriate support during a six-month probationary period.

Woodard is committed to safeguarding and promoting the welfare of children and applicants must be willing to undergo child protection screening appropriate to the post, including checks with past employers and the Disclosure and Barring Service (DBS). Woodard is an equal opportunities employer.

How to Apply 
The Woodard Schools have retained Wild Search to support them on this appointment. 

To discuss your potential interest in the role, please email woodard@wildsearch.org 

Candidates wishing to be considered should submit a CV in word document format, accompanied by a summary of interest in the role and relevant experience of no more than two A4 pages to woodard@wildsearch.org together with the names and contact details of three referees (none of whom will be contacted without your consent and only if you are shortlisted). 

Deadline for applications: 29 July 2026

Those who are successful will be contacted by Woodard to arrange an interview in London.

Interviews will take place during August and the appointed candidate can take up the role from 1 September.

Please be aware that by contacting Wild Search about this role, or applying, your data will be held in accordance with their Privacy Policy.
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