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Dear Colleague,

Thank you for expressing an interest in the position of Director of Sport at St Edmund’s College. 
I hope that this brochure will give you a sense of what we are looking for, as well as a flavour of this 
wonderful school.

Half an hour from London, yet nestled in 450 acres of breathtakingly beautiful Hertfordshire 
countryside, St Edmund’s is a lovely place to live and work.  We are 452 years old, and yet a forward-
thinking, imaginative and lively school.  Numbers are very sound with over 850 pupils from 3 – 18, of 
whom some 660 are in the College (11 – 18).  We remain selective (there are typically about two 
applicants for every place in Year 7), but selection is based on character and all-round potential as well 
as academic prowess. 

The position of Director of Sport has been in abeyance for a couple of years, and is being re-introduced 
as part of a program to reinvigorate sport at the College. We are blessed with excellent facilities, and 
there is a golden opportunity for the right candidate to put their personal stamp on St Edmund's sport 
and to lead it to ever greater levels of participation and success on the regional and national stage in 
the years to come. If this sounds attractive, then please consider applying, and I will very much look 
forward to meeting you and telling you more about the role.

If you would like to discuss the post informally at any stage, please feel free to get in touch.

In the meantime, we very much look forward to receiving your application.

With all best wishes,

Yours faithfully,



Our Community

The College has an incredible sense of community among its staff which can be felt immediately.  
The fascination of our setting is lasting and the Good Schools Guide describes the College as: 
“A successful, flourishing, dependable school with real spiritual heart.” 

Our 400 acre site with its large leafy grounds, impressive playing fields and attractive school buildings offers
modern facilities in a country setting, providing a safe and stimulating environment for young minds.  With
excellent transport links and only 30 minutes by train to central London stations, the College is 20 minutes’
drive from junction 25 of the M25, immediately off the A10.  Also within easy access is London Stansted
airport, which is a 20-minute drive.

At St Edmund’s we strive to:

• Provide a rounded education for the whole person – intellectual, physical, emotional and spiritual.

• Encourage students to demonstrate care and concern at home and in the wider community.

• Reflect the scholarship of St Edmund with a balanced and challenging curriculum for each individual.

• Show concern for all within the College community, demonstrate our collective commitment to be truly
Christ-centred in all we do, and ensure that the students’ experience of relationships within the College
reflects the Gospel maxim, “Love thy neighbour as thy self”.

• Build on our enriching Catholic heritage, making prayer, worship and liturgy a central part of our lives and
our community.

• Create meaningful interaction between the College, home and the wider community and prepare our
students to make their way in the world while making a difference to the world.

The ISI regulatory compliance inspection in November 2019 recorded that all eight parts of the standards 
were met. 

Rooted in Christ and Catholic tradition and under the guidance of our patron, St Edmund, we aim to 
realise the God-given potential, in body, mind and spirit, of all members of our community through 
service and leadership.

The College is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
All applicants will be required to undergo child protection screening, including checks with past employers and the Disclosure and Barring Service (DBS).



Our History

Founded in 1568, St Edmund’s College is the oldest Catholic school in England, offering an all round 
co-education for students from 3 to 18.  Our community values both academic excellence and the
achievement of one’s personal best, right through from our Prep school, to Sixth Form and beyond.  
We are proud of our academic achievements at GCSE and A Level.

Originally located in Douai, France as a seminary to train priests, the College also became a Catholic school for
boys.  During the French Revolution, it transferred to England and found its present home on the beautiful site
of Old Hall Green in 1793.  

In 1874 the junior boys were separated from the rest of the College into St Hugh’s Preparatory School, which
became St Edmund’s Prep in 2010, and in 1974 girls from the adjacent Poles Convent were admitted to
Rhetoric as the first stage towards co-education, which was accomplished by the closure of Poles in 1986.

       ST EDMUND’S COLLEGE 1568 - 2018
450 YEARS OF OUTSTANDING CATHOLIC EDUCATION
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The Governors’ and Headmaster’s aim is to raise our standards even further, with continued investment in
staff, buildings and resources, and they have developed a Five Year Strategic Plan, which is inspired by the 
College’s Five Mission Aims:

• Christ Centred Education

• Scholarship of St Edmund

• Education of the Whole Person

• Home and the Wider Community

• Catholic Heritage



What Advantages do our Staff Enjoy?

There are many advantages enjoyed by most independent schools and their staff: a disciplined
environment, the opportunity for teachers to express their passion for their subjects, good resources,
smaller class sizes and greater professional freedom for all members of our staff community.
Relationships between students and staff, both teaching and non-teaching, are extremely strong.

We hold professional development to be of the utmost importance, and have a generous training budget for
that purpose, as well as an established appraisal system.

The College offers the following benefits for all staff, teaching and non-teaching:

• For Boarding roles, accommodation in line with the College’s policy.

• Excellent catering facilities including school lunches during term time when the kitchens are open, cakes 
and biscuits during break times in the staff common room and hot drinks machines.

• Use of the College sports facilities when not in use by students, including the gym and swimming pool.

• For children of staff:  

• Discretionary discount on College Fees, subject to completion of the admissions process.

• After school club and breakfast club charged at cost.

• Parties for children of staff including at Easter and Christmas.

• Free parking.

• Access to free counselling and health advice helplines. 

In addition, for teachers, we offer:

• Our own salary scale, above national averages.

• Membership of TPS.

In addition, for non-teachers, we offer:

• Discretionary closure of the College between Christmas and New Year (in addition to annual leave).

• An increase to 25 days’ (FTE) annual leave following 5 years’ service plus public holidays.

• The opportunity to join in the delivery of co-curricular to our students, by negotiation.

• Lieu time is accrued when working beyond contractual hours.  These hours can be taken off throughout 
the year, in addition to annual leave, or bought back by the College at the end of each academic year. 

• Pension: Employee contribution 5% College contribution 8.5%

The College is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
All applicants will be required to undergo child protection screening, including checks with past employers and the Disclosure and Barring Service (DBS).
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A Career at St Edmund’s College 

Director of Sport 
Job Description 

Reporting to: Assistant Head (Community Life) 

Summary of the role: 

The Director of Sport reports to the Assistant Head (Community Life) and has 
responsibility for sport throughout the College (11 – 18). 
 
The Director of Sport needs to work closely with the Senior Leadership Team, the Heads 
of Houses, the Head of Elements and Rudiments, the Co-directors of Rhetoric, the 
Head of Grounds and the Director of External Relations, as well as inspiring and 
encouraging all members of staff to make a contribution to sport at the College. 
 
Most importantly, the role of the Director of Sport is to design and manage a sports 
programme which is inclusive yet ambitious, and to inspire students to want to be a 
part of it. They must be able to foster a culture where all students are encouraged to 
participate in sport and our elite athletes enjoy an environment where they are 
nurtured and their potential is fulfilled. 

Main duties and 
responsibilities: 

• Promoting and safeguarding the welfare of children and young persons for whom 
you are responsible and with whom you come into contact. 

• In line with our mission statement, children should be educated in mind and body. 
The Director of Sport must ensure that all students have access to high quality 
sport. 

• Liaising closely with the SLT and others, create and implement a programme of 
co-curricular sports provision, which is ambitious yet inclusive. 

• Work closely with the Head of Academic P.E. 

• Depending on qualifications, experience and subject specialism, teach a reduced 
timetable of academic lessons. 

• Personally coach sport in all three terms. 

• Line manage the Head of Boys’ Games and the Head of Girls’ Games and 
encourage other members of staff to be involved in games provision. 

• Monitor the level of involvement in sport of all pupils in the College. 

• Promote the benefits of sport and a healthy lifestyle. 

• Be a role model to students in their approach to sport. 

• Devise and implement a specific programme to cater to the needs of potential 
elite athletes in all sports. 

• Be responsible for the maintenance and upkeep of sports equipment, ensuring 
their safe use by pupils and staff alike. 

• Handling and processing all correspondence and administrative work pertaining to 
sport. 

• Monitoring the performance of all staff involved in sport at St Edmund’s. 



 
 

• Ensuring that staff receive appropriate training and that they are empowered to 
manage teams, fixtures and training. 

• Deciding, together with the Assistant Head, the need for coaching staff and 
liaising closely with the HR department to ensure that sports coaches are 
appointed as needed, making sure that they are appropriately qualified and aware 
of school procedures and policies. 

• Monitoring and enforcing the dress code of sport coaches. 

• Ensuring the organisation of fixtures of appropriate quality and quantity and 
enabling a balance to be kept between training and fixtures with information on 
fixtures clearly communicated to all. 

• Monitoring the success of the training and fixture programme including results, 
number of cancellations, parental response and student feedback. 

• Co-ordinating and organising of all inter-house sport fixtures. 

• Ensuring that the sporting life of St Edmund’s is of the highest quality by 
monitoring all sport and appraising the experience of students of all sporting 
abilities. 

• Managing the process of selecting sports scholars following their progress 
throughout their time in the College and reporting to the Head annually on how 
they are developing. 

• Ensuring that registers are kept properly by all staff. 

• Ensuring that pupils are correctly dressed for sport practices and matches. 

• Being the face of sport at the College, inspiring and leading staff and students to 
excellence. 

• Carrying out a full review of the sporting life of the College to create an ongoing 
sports plan to form part of the College development plan. 

• Managing the budget to ensure that efficient use is made of designated funds and 
that equipment is ordered as needed and is well maintained. 

• Liaising with the Head of Grounds regarding the condition and upkeep of the 
playing fields, swimming pool, tennis courts and astroturf. 

• Working to involve parents as fully as possible in the sporting life of the College 
and successfully managing their involvement. 

• Encouraging a high profile of sport in the College and ensuring that our feeder 
schools are aware of our excellence. 

• Ensuring that, in all sporting activities, staff and students have high standards of 
dress and behaviour and follow College procedures. 

• Making sure that visiting teams and parents are, and feel, well looked after. 

• Playing a full part in the development of any new sporting facilities within the 
College including their planning and being the face of St Edmund’s sport in any 
fund raising campaigns. 

• Organising guest sport personalities to address students. 

• Organising and co-ordinating tournaments, as appropriate. 

• Co-ordinating the galas and athletics days of the College. 

• Compiling reports on the sporting achievements of the school and the students 
for circulation in various newsletters and working with the Marketing Department 
to ensure that the website is kept up to date with fixtures, sporting news and 
results and that press releases are prepared. 



 
 

• Ensuring team photos are taken and displayed. 

• Working safely and operating within health & safety regulations at all times. 

• Ensuring risk assessments are in place as needed for all sporting activities. 

• Dealing with any student or staff injuries in conjunction with the Infirmary. 

Line management duties 
and responsibilities 

• The Head of Boys’ Games; the Head of Girls’ Games. 

• Undertake other duties of an appropriate level and nature as and when requested 
by the Headmaster. 

• If a teacher, perform the ‘Role of Teacher’ job description, as set out in the 
College’s Academic Handbook. 

 
 

St Edmund’s College and Prep 
Old Hall Green, Ware, 
Hertfordshire, 
SG11 1DS 
Telephone: 01920 824335 
Email: hr@stedmundscollege.org 

 
 

The College is committed to safeguarding the welfare of children, therefore, all candidates will be 
required to undergo an Enhanced DBS check. 

 
We will seek references on short-listed candidates that will include questions about past disciplinary 

actions or allegations in relation to behaviour with children and may approach previous employers for 
information to verify particular experience or qualifications before interview. 
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Catholic, co-educational, day and boarding 
school for children aged 3-18 

 

A Career at St Edmund’s College 

Director of Sport 
Person Specification 

 Essential Desirable Method of assessment 

Qualifications 

 • Good (Honours) 
Degree. 

• Post Graduate 
Qualification in 
Education / QTS 
status or equivalent. 

• Sports coaching 
qualifications for 
College Sports. 

• Production of 
the Applicant’s 
Certificates 

• Contents of the 
application form 

• Interview 

• Professional 
references 

Experience 

• Good knowledge of a wide range of 
coaching and teaching methods and 
how to implement these effectively 
and appropriately in the classroom 
and on the sports field. 

• Experience of working with young 
people. 

• Fully committed to CPD. 

• Good organisational abilities. 

• Clear understanding of and 
appreciation for all College 
sports/sporting disciplines. 

• Understanding of national trends 
and standards relating to Sports. 

• Effective communication skills, both 
written and spoken, for dealing with 
pupils, parents and staff. 

• Ability to work with flexibility & 
with initiative.  

• Fully committed to the Games 
department and will contribute to 
the development of the department 
within the context of the College.  

• Ability and willingness to engage in 
the wider life of the school. 

• Experience of 
marketing the extra-
curricular sports 
provision. 

• Experience of 
working with young 
people in a school 
setting. 

• Experience of 
maintaining a 
balance between 
sport for all and elite 
provision. 

 

 



 
 

• Creative approach to encouraging 
and rewarding students. 

Skills & Knowledge 

• Strategic Management – leadership 
and management skills 
demonstrating initiative, vision and 
the ability to drive through significant 
change. 

• Working with others – work with 
colleagues to achieve goals. Taking 
responsibility for own work. 
Delegating to others, as well as 
completing own tasks. 

• Communication – highly effective 
speaking and listening skills. Able to 
prepare clear and precise reports and 
to write for a variety of audiences. 

• Ability to lead, monitor and support 
the development of staff in the 
department.  

• Ability to lead by example. 

• Ability to plan and deliver good 
quality training sessions on a regular 
basis and the ability to support 
colleagues in doing the same. 

  

Personal 
competencies and 
qualities 

• Motivation to work with children and 
young people. 

• Ability to form and maintain 
appropriate relationships and 
personal boundaries with children 
and young people. 

• Emotional intelligence. 

• Positive attitude to use of authority 
and maintaining discipline. 

• Inspirational leader with children and 
adults. 

• Manager of personnel and resources. 

• Patience, attention to detail. 

• Ability to use initiative. 

• Enthusiasm and confidence. 

  

The College is committed to safeguarding the welfare of children, therefore, all candidates will be 
required to undergo an Enhanced DBS check. 

 
We will seek references on short-listed candidates that will include questions about past disciplinary 

actions or allegations in relation to behaviour with children and may approach previous employers for 
information to verify particular experience or qualifications before interview. 
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