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Welcome from the Headmistress 

Wycombe Abbey is an exceptional place; it operates as a modern full 

boarding school for around 660 girls and we are committed to the 

development of each one. This year we celebrate 125 years of 

educating young women and our vision remains to provide our pupils 

with a world class education. We are excited about encouraging 

curiosity, bold ideas, innovation, leadership and delight in learning - 

inside and outside the classroom.  

 

Superb academic outcomes are the hallmark of a Wycombe Abbey 

education and girls regularly secure places at the most prestigious 

universities globally. However, we understand the importance of looking 

beyond the narrow confines of excellent examination results to define success. Our rich co-curricular programme 

includes an array of activities and opportunities, ensuring that every girl develops her passions and explores new 

possibilities. These experiences, in turn, help to build the skills, discipline and character that will support her future life. 

 

Last year's UVI girls were awarded 63.3% at A* and 93.9% A*-A grades at A Level. Most importantly, the vast majority of 

the UVI secured places at their first choice universities including the London School of Economics and Political Science, 

Durham University, University of St Andrews and the University of Bristol, to study a broad range of courses. Sixteen girls 

took up places at Oxford and Cambridge, and a number of girls secured their chosen places at US universities including 

Columbia, Stanford, Georgetown, University of Chicago and University of California, Berkeley. At GCSE, 95.2% were 

awarded A* grades and 99.6% A*-A grades. The vast majority of last year's UV have continued into our Sixth Form. 

 

Ultimately, schools are about people and at the heart of Wycombe Abbey's success is our total commitment to pastoral 

care through boarding. The core values of mutual respect, encouragement and trust underpin everything we do; in this 

happy and close-knit community everyone is known as an individual, friendships flourish and girls enjoy each other's 

company, all within the wonderful surroundings of 170 acres of magnificent parkland. 

 

We offer superb modern facilities, including a sports centre with a heated indoor 25-metre pool, a performing arts centre 

with its own theatre and recital hall, a wide range of teaching facilities and our Courtyard Cafe. We are constantly 

improving and evolving our estate and through the development of our site masterplan, we will see the creation of a truly 

world class campus. You can read more about Wycombe Abbey’s Strategic Direction here. 

 

Wycombe Abbey's outstanding reputation for excellence is built on the dedication and skills of our staff. Every member of 

staff at Wycombe Abbey contributes towards the School's thriving community and works to continually strengthen our 

ambition for excellence. We seek to recruit well-qualified and enthusiastic staff who demonstrate knowledge of, and 

passion for their area of expertise and contribute to the wider life of the School. In return, the School provides staff with 

a wide variety of opportunities to develop professionally within a supportive team and wonderful working environment.  

 

Thank you for your interest in joining Wycombe Abbey; if you would like to discover more about the School, please refer 

to our website here. We hope that you will find the information in this pack useful and we look forward to hearing from 

you if you feel that this post may suit your skills and experience. 

  

 

Mrs Jo Duncan  

Headmistress 

https://www.wycombeabbey.com/strategic-plan/
https://www.wycombeabbey.com/#intro
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Wycombe Abbey is a world-class school operating at the cutting edge of educational excellence. With its 

distinctive heritage, magnificent 170-acre campus and impressive resources, the School provides an outstanding 

education for 660 girls aged 11-18. 

We are the leading girls’ boarding school in the UK, enabling our pupils to achieve an exceptional level of 

academic achievement. We are international in outlook, reflecting our global community and we actively 

encourage understanding and respect through appreciation of different cultures. All members of staff at 

Wycombe Abbey contribute towards the School’s thriving community and work to continually strengthen our 

position as a world leader in girls’ boarding education. 

Wycombe Abbey now seeks to appoint a Alumni Relations Officer to join our Development and External 

Relations department. The Development and External Relations team is responsible for engaging a wide range 

of stakeholders in the current and future activities of the School. The Alumni Relations function supports 

former pupils and former staff of Wycombe Abbey (Seniors and Honorary Seniors) and coordinates all 

aspects of their engagement with the School. 

The successful candidate will be joining the team at an exciting time, as we look to build on previous alumni 

activity to deepen engagement in support of the new School-wide strategy. This role will have an emphasis on 

alumni communications, events and fundraising among our global community of 4000+ Seniors. As such, it 

presents an exciting opportunity to add real value to the Development and External Relations department. The 

successful candidate will have a strong set of relevant experience, be a positive and proactive team-player, 

exercise sound judgement and have excellent organisational and communications skills. A Bachelor’s Degree 

with experience working in a similar role is preferable.  
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Reports to:   Director of Development and External Relations 

 

Hours of work: 37.5 hours per week, Monday to Friday, 52 weeks per year. Hours include a 1-hour 

unpaid lunch break. 9.00am to 5.30pm (or 8.30am to 5.00pm) Monday to Friday plus 

some occasional evening and weekend work as required.  

 

Other benefits:   Lunch whilst on duty 

  Use of the Davies Sports Centre  

   Fee remission for daughter/s attending the School (conditions apply) 

 Free onsite parking 

 

 

KEY RESPONSIBILITIES 

• Coordinate all aspects of the department’s alumni events and communications programme, including on-the

-day event liaison 

• Maintain and develop a network of alumni volunteers and offer support in the delivery of volunteer-led 

events and activities 

• Work closely with Development colleagues to increase alumni engagement in fundraising activity 

• Manage and continue developing the Seniors Mentoring Programme 

• Work with the Communications team to provide engaging, high quality content for School communications 

• Oversee the maintenance and development of the Seniors website 

• Provide support to the Seniors’ Consultative Committee, Seniors ambassadors and act as point of contact 

for the wider Seniors network 

• Maintain and manage alumni records in the departmental database, The Raiser’s Edge, according to highest 

levels of compliance and best practice and work with team colleagues to optimise use of the database 

• Act as a brand guardian and ensure brand guidelines are implemented across all development 

communications 

• Liaise with external suppliers (video production, design agencies, printing and fulfilment) to ensure effective 

project delivery on time and within budget to the highest standards 

• Act in any other capacity to support the work of the Development and External Relations Department. 
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Specialist Knowledge and Experience 

• Event management experience, including liaising with venues and suppliers 

• Experience creating supporter engagement materials 

• Excellent experience of supporter engagement, including alumni relations 

• Excellent verbal and written communications skills 

• Strong understanding of fundraising principles 

• Excellent relationship management skills, with the ability to develop constructive working relationships across 

the team and the wider School community 

• Proficiency in MS Office including Word, Excel, PowerPoint and SharePoint 

• Experience with The Raiser’s Edge, Microsoft Dynamics CRM or similar CRM database 

• An appreciation for and understanding of the priorities of an independent educational establishment. 

 

Interpersonal and Organisational Skills 

• Sound judgement and strong relationship-building skills 

• Excellent organisational skills: ability to organise and prioritise work, meet deadlines and work effectively 

under pressure  

• Creative approach to crafting engaging communications 

• Positive and a can-do attitude 

• Excellent project management skills 

• High level of professionalism and integrity and a natural discretion and respect for confidentiality 

• Experience of communicating confidently and effectively at all levels 

• Proven ability to develop effective and supportive relationships with a variety of stakeholders. 

 

Teamworking 

• Enthusiastic and proactive, a team-player whilst retaining ability to work under own initiative. 

 

Flexibility 

• The ability to adapt successfully to changing demands and conditions. 

 

Special conditions 

Appointment is subject to an Enhanced Disclosure and Barring Check. 

 

Child Protection Statement 

The post holder’s responsibility for promoting and safeguarding the welfare of children and young persons for 

whom s/he is responsible, or with whom s/he comes into contact will be to adhere to and ensure compliance with 

the School’s Child Protection Policy Statement at all times.  If in the course of carrying out the duties of the post 

the post holder becomes aware of any actual or potential risks to the safety or welfare of children in the School, s/

he must report any concerns to the School’s Designated Safeguarding Lead or to the Headmistress. 

The School values of Trust, Encouragement, Mutual Respect, Dynamism, Excellence, Innovation, Service and 

Balance should be followed to enhance working relationships and to benefit the whole School community. 

The duties and responsibilities contained within this job description may change from time to time according to the 

requirements of the role.  This document is not intended to have a contractual effect. 
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A formal contract of employment will be drawn up on 

appointment. 

 

The following notes provide  guidance, without prejudice, 

on the main provisions of the agreement. 

 

Contract 

This is a permanent, full-time contract. The first six months 

will be a probationary period. 

 

Appointment Date 

As soon as possible.  

 

Salary 

Commensurate with skills and experience and will reflect 

the seniority of this position at Wycombe Abbey. The 

School’s salaries compare well with other similar 

organisations.  

 

Pension Scheme 

All eligible staff will be enrolled automatically within the 

School’s pension scheme. 

 

Death in Service Cover 

Members of the pension scheme are provided with life 

cover at 3x annual salary. 

 

Training and Development 

There is an extensive induction programme for new 

colleagues and ongoing professional development and 

training of all staff. 

 

Provision of Meals 

Meals and refreshments are provided free of charge during 

the working day. 

Terms of Appointment 

Sports Centre 

The facilities in the Davies Sports Centre (swimming 

pool, squash courts, fitness suite, etc.) are available for 

staff use. 

 

Fee Remission 

Fee remission is available for daughters attending the 

School, subject to the usual entry requirements and 

space being available. 

 

Parking 

Free parking is provided. 

 

Equal Opportunities 

It is the policy of Wycombe Abbey to ensure equality of 

opportunity for all members of staff, both teaching and 

support staff. 

 

Safeguarding 

All staff share responsibility for promoting and 

safeguarding the welfare of the pupils and must adhere 

to, and comply with, the School’s Safeguarding and 

Child Protection Policy at all times. 

 

Pre-Employment Checks 

The appointment is subject to an Enhanced Disclosure 

and Barring check. 

 

Applications 

The closing date for applications is Sunday 31 July 2022.  

 

Please submit a completed application form, which you 

will find on our website, as soon as possible, together 

with a covering letter addressed to the Headmistress, 

Mrs  Jo Duncan, outlining the experience and personal 

qualities which you believe qualify you for this position.  

Please complete an application by selecting “Apply now” 

and following the steps. If you have any questions, 

please do not hesitate to contact the HR Department 

on 01494 895575 or hr@wycombeabbey.com 
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