
 
 

 
  

 
 

 
 
 
 
 
 
 
 
Administrator and Sustainability Lead 
 
 
Cheltenham College 
 
Cheltenham College consists of two inter-dependent fee-paying schools within a single executive 
structure. College [13-18], founded in 1841, is the oldest of the Victorian public schools and is 
predominantly a boarding school of some 720 pupils and aiming to become 750 pupils within the next 
few years.  College includes a Sixth Form of approximately 300 pupils.  
 
The Prep School [3-13] is largely a day school of some 400 pupils. Both schools are fully co-educational. 
The schools are situated in their own spacious grounds near the centre of Cheltenham, a flourishing 
Cotswold town.   
 
Both schools are fully co-educational. They have fine academic records and a considerable reputation 
for sport, drama and music.  
 
 
The Post 
 
This role reports to the Deputy Bursar supporting him in all aspects of his role but will also have a 
particular focus and ownership, in addition to providing excellent PA support, for driving forward 
our sustainability agenda.  There will be considerable scope for the postholder to push forward 
genuine and exciting change for College in their role as Sustainability Lead.  The postholder will be 
encouraged to question existing practices and propose new ideas but should also be capable of 
demonstrating pragmatism and high-level influencing skills in order to achieve results. 
 
Administrator for the Deputy Bursar 
 

• Administrative duties, including filing, photocopying and other associated tasks in support of 
the Deputy Bursar’s office 

• Manage the Deputy Bursar’s diary 
• Deal with telephone enquiries 
• Manage of incoming and outgoing mail and email, preparing correspondence as required 
• Draft agendas for meetings, taking notes/minutes as required and distributing as necessary 
• Prepare, collate, and distribute papers for committee meetings 
• Liaise with College staff, pupils, parents, and external bodies, as required 
• Other associated duties as required 

 
Sustainability Lead 
 

• Secretary to the Environmental and Sustainability Committee, guiding the group to turn ideas 
from the pupils and staff into positive actionable proposals to drive our sustainability agenda 



• Support the Deputy Bursar and other senior team members to develop and implement 
environmental strategies and action plans, to build sustainable working practices at College 

• Under the guidance of the Deputy Bursar, research and implement sustainable procurement 
for goods and services 

• Coordinate reporting from key delivery teams on all aspects of pollution control, waste 
management, recycling, environmental health, conservation and renewable energy 

• Develop and maintain an excellent knowledge of UK and European Union environmental 
legislation and international regulation advising on compliance and best practice 

• Research best practice in areas of corporate, ethical, and social responsibility and provide 
reports and advice to the Deputy Bursar  

• Under the direction of the Deputy Bursar, liaise with relevant bodies such as local authorities, 
public bodies and competent bodies 

• Working closely with senior colleagues in the Estates, Finance and Health and Safety teams, 
provide administrative support to enable us refine tools to audit, analyse and report 
environmental performance to internal and external clients and regulatory bodies 

• Carry out impact assessments to identify, assess and reduce an organisation's environmental 
risks and financial costs 

• Under the guidance of the Deputy Bursar work with the Training Manager to develop 
materials to promote and raise awareness, at all levels of the organisation, of the impact of 
emerging environmental issues 

• Liaise with the Director of Marketing to provide content which promotes our sustainability 
agenda 

• Participate in environmental education and research 
• Produce regular reporting to Senior Leadership Teams on the progress of initiatives under the 

Sustainability Agenda 

Person Specification 

• Proven high-level administrative skills with excellent planning and organisational abilities  
• Strong IT skills including proficiency in Microsoft packages 
• A strong interest in the sustainability agenda and a drive to make positive change  
• Excellent communication skills including the ability to provide advice and influence senior 

colleagues 
• An ability to build strong, positive working relationships with colleagues in a range of 

different sectors 
• Adaptability and pragmatism 
• Experience of working as an administrator or PA is preferred 
• Experience of working in an education setting desirable, but not essential 

 
 

Terms and Conditions 

• The role is full time, all year round and the hours of work are 37.5 per week (the exact working 
pattern can be negotiated with the Line Manager, but shall be between College’s core working 
hours of 0830-1730 per day, Monday to Friday) 

• Salary: £25,900-£27,500 per annum depending on experience. 
• Holidays, starting at 23 days per annum (plus 8 bank holidays). After 5 years’ service, holiday 

entitlement will increase to 25 days per annum. 
• Members of staff can join College’s Executive Pension scheme after successful completion of 

probationary period. 
• School lunch is available during term time 
• Use of college sport facilities (at staff allocated times) to include gyms, swimming pool, 

reduced-price fitness classes and heavily discounted family membership. 
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