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WELCOME 
 

Dear Applicant, 
 
Thank you for your interest in becoming the Director of Finance and 
Operations of the Conservatoire for Dance and Drama. 
 
The Conservatoire is a formal collaboration among six member schools 
who are committed to the delivery of world-leading education and 
specialist vocational training in the performing arts. We train the 
performing artists and production professionals of the future: actors, 

circus artists, dancers, stage managers, technical theatre practitioners, choreographers and 
directors. 
 
This is an exciting time to join us as the Conservatoire is entering a new strategic phase 
which will build upon its considerable successes to date. In 2016, the institution was judged 
as world-leading in an independent review by the Higher Education Funding Council for 
England (HEFCE), and achieved a Gold in the Teaching Excellence Framework in 2017. We 
are now implementing a Strategic Plan for growth for 2019-24 which builds upon this 
legacy and articulates an ambitious vision for future development within a fast-changing 
higher education sector. 
 
In all of our work, students remain at the heart of our mission: to grow, support and 
champion world-leading performing arts practitioners through specialist conservatoire 
education which is accessible to students from all backgrounds.  
 
The Director of Finance and Operations will be a key member of the Senior Management 
Team in overseeing, guiding and supporting the institution through its next strategic 
phase. We are looking for an inspirational leader with strategic and board level experience 
and a passion for the performing arts.  
 
If you feel able to bring the skills, experience and commitment needed for this role, we very 
much look forward to hearing from you. 
 
Yours sincerely, 
 
David Ruebain 
Chief Executive Officer 



 

 

ABOUT THE CONSERVATOIRE FOR DANCE AND DRAMA 
 
The Conservatoire is a formal collaboration among six member schools who are 
committed to the delivery of world leading education and specialist vocational training in 
the performing arts. We train the performing artists and production professionals of the 
future: actors, circus artists, dancers, stage managers, technical theatre practitioners, 
choreographers and directors. 
 
Located at the heart of three vibrant cultural centres in London, Bristol and Leeds, the 
Conservatoire schools are: 
 

 
 
Within the Conservatoire there is a balance between the art forms of dance, drama and 
circus arts, and between classical and contemporary styles. Internationally renowned 
centres of training, our schools are also creative laboratories: we bring in national and 
international artists to work with our students and support emerging writers, directors and 
choreographers in creating and showcasing new work. 
 
Students at our schools value the immersive experience of conservatoire training and its 
unparalleled access to the performing arts industries, and student satisfaction and 
teaching are rated consistently highly in the National Student Survey. Each school has an 
established record of training its students to a professional standard, with excellent 
employment rates in the fields of dance, drama or circus. Together, we provide a pipeline of 
expertly-trained performing arts professionals working in the UK’s lucrative creative 
industries and helping to build the UK’s international reputation. 
 
The Conservatoire is a publicly-funded institution which is registered with the Office for 
Students. This means that our UK and EU students are eligible for government loans and 
grants (Student Finance) in the same way as students from any other university, as well as 
financial support provided by the Conservatoire and the individual schools. We recruit on 
the basis of talent and potential, irrespective of background, and we audition or interview 
every eligible applicant. 
 
The Conservatoire works through a formal collaborative arrangement among its six 
member schools, as set out in a Members’ Agreement (agreed 11 October 2017). 
 
Working through a shared consultative and decision-making structure, the Schools agree 
the Conservatoire’s overall strategy and policy. The relationship between the Conservatoire 
and each School is set out in a financial memorandum and an operating agreement and 
agreed with the School’s governing body. While each of the Schools remains a legally 
autonomous organisation, the Conservatoire is ultimately accountable for the proper use 
and stewardship of the public funds it receives.  
 



 

 

The Conservatoire’s main tasks are to: 
 

• plan, deliberate and take decisions about the Conservatoire’s strategy and 
development 

• facilitate collaborative working and joint activities between the eight Schools, their 
staff and students liaise with external funding and regulatory bodies such as the 
Office for Students (OfS) and Research England over funding, reporting and other 
relevant matters 

• promote the collective interests of the Conservatoire and its Schools 

 
The activities in support of the Conservatoire’s functions consist mainly of: 
 

• deliberative meetings of a governing board, sub-committees, an academic board 
and working groups 

• preparation of policy and other relevant papers 
• maintaining records 
• data collection, analysis presentation and reporting 
• financial planning and management 
• overseeing joint projects, conferences and performances 
• administration of the above 

 
Conservatoire Executive Committee 
 
The Conservatoire’s Board of Governors has delegated executive responsibility for the 
organisation to a Chief Executive who determines the direction and management of the 
Conservatoire and leads its central staff.  The Chief Executive is the Conservatoire’s 
Accountable Officer and takes responsibility for the day-to-day conduct of the 
Conservatoire’s business. 
 
The Chief Executive is supported by the Conservatoire Executive Committee (“CEC”).  
Together, the Chief Executive and CEC provide collective leadership for the Conservatoire.  
CEC is chaired by the Chief Executive and includes the Principal of each Conservatoire 
member school.  The CEC is supported by the Finance Directors of the member schools 
and the Conservatoire’s shared services team. 
 
The CEC considers matters relating to policy and receives reports on the work of the 
Senate and the Conservatoire’s various committees and working groups, and considers 
recommendations from these bodies. Full meetings of the CEC are held three or four times 
a term. 
 
Strategic Plan 2019-24 
 
Annual Report and Financial Statements 2019 
 
For further information, please visit our website  

http://www.cdd.ac.uk/about-us/how-we-work/strategic-plan-2019-24/
http://www.cdd.ac.uk/wp-content/uploads/2020/01/CDD-Annual-Report-and-Financial-Statements-31-July-2019.pdf
http://www.cdd.ac.uk/


 

 

JOB DESCRIPTION 
 
Job title:  Director of Finance and Operations 
Reporting to:  Chief Executive Officer (CEO) 
Direct reports:  Student Finance Officer 
Location: The Energy Centre, Units 1-3, Bowling Green Walk, London N1 6AL 
  (Travel to schools and meetings may be necessary on occasion) 
Hours:  Full-time (part-time or flexible working may be considered) 
Salary: Circa £70,000 per annuum 
 
Context 
The Conservatoire for Dance and Drama is a publicly funded higher education institution 
(HEI) and a registered charity, comprising a number of prestigious schools delivering world 
leading education and professional training in the performing arts. The schools, which 
remain legally autonomous organisations, work together as members of the Conservatoire 
to train the performing artists and production professionals of the future: actors; 
choreographers; circus artists; dancers; designers; directors; stage managers; and technical 
theatre practitioners. The Conservatoire is headed by the Chief Executive Officer, who 
works closely with the principals of the schools to take forward the strategic development 
of the organisation. The CEO chairs the Conservatoire Executive Committee (CEC), which 
comprises the principals of the member schools.  
 
Overall purpose 
The purpose of the post is to oversee sound and safe delivery of the Conservatoire’s 
financial and general resources and to support the CEO, CEC and Board of Governors by 
providing information and advice to inform the strategic development of the 
Conservatoire, particularly the ambitious plans for structural change and growth.  
 
Scope of the position 
The Director of Finance and Operations will principally be responsible for the 
Conservatoire’s finances. This will include supporting the CEO in responding to 
government and national policy. The Director of Finance and Operations will be expected 
to support the CEO in representing the Conservatoire at the highest level, including liaison 
with government and relevant agencies on detailed matters of funding and policy 
development. He or she will, in addition, work with the Finance Directors in the schools and 
provide them with leadership on matters to do with public funding for the schools’ Higher 
Education activities. The Director of Finance and Operations will be expected to monitor 
and report on schools’ compliance with Conservatoire and external regulatory 
requirements. The Director of Finance and Operations is also responsible for the 
Conservatoire’s estates and human resources matters as well as oversight of legal and IT 
infrastructure matters. The Director of Finance and Operations will be, together with the 
CEO, Academic Registrar, Director of Business Development and Conservatoire Secretary a 
member of the Senior Management Team (SMT).  
 
Specific responsibilities: 
 
Strategy and Planning 

• To contribute to the development and delivery of the overall strategy for the 
Conservatoire. 

• To advise the CEO and, as appropriate, the CEC and Board committees; provide 
advice on different aspects of strategy and the practicability of proposed strategic 
directions. This includes attendance at meetings as required. 

• Support for CDD’s ambitious strategy for restructuring and growth through financial 
modelling, forecasting and liaison with third parties. 



 

 

Accounting and compliance 
• To assume overall responsibility for the Conservatoire’s financial functions and 

resource requirements. 
• To lead all aspects of the financial functions of the Conservatoire, and operate sound 

systems of control, accounting, planning and reporting. 
• To oversee the work of the Senior Finance Officer, including the completion of the 

month end process and production of regular management accounts for the 
Conservatoire’s central function. 

• To act as a lead point of contact for the internal auditors to facilitate their annual 
work plan. 

• To provide an annual financial plan and five-year forecast. 
• To lead on the preparation of statutory accounts to HE SORP standards, and liaise 

with external auditors as appropriate. 
• To manage the collection and scrutiny of schools’ year end information to inform the 

preparation of the Conservatoire’s statutory accounts.  
• To manage the delivery of annual assurance documentation to the Office for 

Students (OfS) and lead on the production of documents related to finance and 
value for money. 

• To collate and provide information on the ongoing financial performance of the 
schools, including their compliance with the external and internal reporting 
requirements; and report these outcomes regularly to the CEO, CEC, and 
appropriate committees of the Board. 

• To appraise, update, implement and manage the financial systems so that they are 
kept up to date and can meet the needs of the Conservatoire and its future 
development. 

• Manage CDD’s insurances ensuring they are fit for purpose and cost-effective. 

Funding 
• To support the CEO in liaising with relevant external and regulatory bodies on 

detailed matters of funding and policy development. 
• To work through detailed funding settlements and links to student numbers in 

order to provide resource allocation to schools. 
• To oversee the work of the Student Finance Co-ordinator; ensure appropriate liaison 

with the Student Loan Company (SLC) to check that all fees due from the SLC are 
received and disbursed to schools in a timely manner 

• To oversee the Student Finance Co-ordinator in ensuring that payments to students 
who are eligible for bursaries are processed promptly. 

• To oversee analysis of tuition fees information and scholarships distributed 
information submitted by schools. 

• To manage the relationship with the Conservatoire’s bankers and manage its cash 
resources effectively. 

Management/value for money 
• To manage any contracted provision of support to the Conservatoire’s finance 

function. 
• To facilitate discussions between schools and with other agencies (e.g. LUPC) to 

drive value for money in the Conservatoire’s operating model and effective sharing 
of resources. 

• To support the CEO in ensuring the effective implementation of the risk 
management strategy. 

• To advise on and review Conservatoire policies from a finance perspective and lead 
review or creation of policies in these areas. 

• To manage the Conservatoire’s central premises. 
• To be a lead contact in the event of disaster or business interruption. 

 



 

 

 
IT, estates, HR and legal 

• To have oversight and responsibility for maintaining the Conservatoire’s physical 
resources, including managing the relationship with IT support.  

• To oversee central human resources support. 
• To oversee legal and assurance work 

 
Policy and external bodies 

• To ensure that all schools’ Finance Directors are aware of current developments in 
Higher Education and kept informed of policy matters; convene and chair meetings 
of the FDs Group; advise and support school FDs in the implementation of policy 
where appropriate. 

• To support the Conservatoire Secretary to ensure that the Conservatoire complies 
with its statutory obligations as a registered charity and company. 

• To liaise with OfS and, as directed by the CEO, represent the Conservatoire and its 
views in formal discussions and meetings with OfS and other bodies. 

• To consider the effect of proposed changes in government / OfS policy and support 
the CEO in managing those changes and their impact on the Conservatoire and the 
schools.  

• To develop working links or respond to requests from other organisations or external 
bodies as required. 

Other responsibilities 
• The postholder may be required to undertake other responsibilities as determined 

by the CEO from time to time. 
 

Terms and conditions of employment: 
 
Hours of work:  The volume of work will vary throughout the year. The Director of 

Finance and Operations will need to plan the work flexibly to 
take account of the needs of the organisation. The normal 
working day is 7 hours but early or late working may be required 
at certain times.  

 
Holiday entitlement: 27 days rising by two days after two years and a further day per 

year thereafter to a maximum of 32 days. 
 
Notice:  Three months on either side, upon successful completion of the 

probationary period. 
 
Pension:    Eligibility to join the Stakeholder Pension scheme 
 
Contract status:   Permanent 
 
Probationary period: Six months 
  



 

 

PERSON SPECIFICATION  
 
 

Requirement Essential Desirable 
Qualifications Qualified accountant. CCAB, CIMA 

or overseas equivalent 
 

Experience  Leading and managing a finance 
function at a strategic and senior 
level gained in a public sector or 
charity environment  

Experience of working in 
Higher Education and 
understanding of reporting 
requirements placed on 
HEIs by Government and 
relevant agencies 

Knowledge  Detailed knowledge of finance, 
financial regulation, accounting 
practice, budgeting and financial 
modelling 

 

Skills and 
Competencies 
 
 
  

Ability to design and maintain 
appropriate systems of control 
 
Excellent communication skills 
(orally and in writing) with the 
ability to convey complex 
financial concepts to those who 
are not finance specialists 
 
Fully conversant with 
spreadsheets, databases and 
accounting systems in a Windows 
environment 
 
Excellent management and 
communication skills coupled 
with the capacity to develop 
positive relationships with 
colleagues at all levels of the 
organisation  

Familiarity with SAGE 
accountancy package  

Personal Attributes 
 
 
  

Self-motivated and able to 
manage own work 
 
Meticulous approach to work 
with a focus on detail 
 
Commitment to equal  
opportunities and to leading by 
example in behaviour and 
attitude 

 

Other   Interest in the arts and 
vocational training 

 
  



 

 

HOW TO APPLY 
 
To formally apply, please submit a CV and supporting statement that clearly outlines your 
suitability for the role by addressing the criteria focused on experience within the person 
specification. We kindly ask that your CV and supporting statement should be no more than 
two pages each (use Arial 10pt as a guide) and should be sent in MS Word format in one 
document (thus no more than four pages total).  
 
Please send your application to:   response@peridotpartners.co.uk  
 
If you would like to have an informal conversation about this opportunity you can contact 
our advising consultants at Peridot Partners, James Hunt (E: james@peridotpartners.co.uk 
or M: 07711 405 444) 
 
 
 
Equal Opportunities Monitoring 
Peridot and the University of Warwick are committed to promoting equality and diversity. 
To help us raise awareness and support a culture that is diverse and recognises and develops 
the potential of all, we need to appreciate the profile of candidates who apply for 
positions. We would therefore be most grateful if you would complete this equality 
monitoring survey. 
 
The information will be treated confidentially and anonymously and will help us to support 
our commitment to fair recruitment practice. All information provided will be held in the 
strictest confidence and will not be shared with anyone, in line with the new Data Protection 
Act 2018 launched on 25 May 2018.  The information provided does not form part of the 
decision-making process and will not affect your application. 
 
Data Processing, Protection and Privacy Policy 
By completing the form to view, or if you have access to this page from an email invitation, 
Peridot Partners will have processed your personal information. For more information about 
Peridot Partners' data processing activities and your rights, please read our Privacy Policy. 
 
 
 
 
 
 
RECRUITMENT TIMETABLE 
 
Closing date for formal applications:  9am, Monday 9th March 2020 
 
First stage interviews:            Friday 20th March 2020 
 
Final stage interviews:            TBC 

    
 

mailto:response@peridotpartners.co.uk
mailto:james@peridotpartners.co.uk
https://www.smartsurvey.co.uk/s/VVHN6/
https://www.smartsurvey.co.uk/s/VVHN6/
http://www.peridotpartners.co.uk/privacy-policy/

