Somerhill Pre-Prep is our Section for 2 to 7-year-old girls and boys.

Derwent Lodge is our Preparatory Section for 7 to 11-year-old girls.

Yardley Court is our Preparatory Section for 7 to 13-year-old boys.

Reporting to the Bursar, this is a great opportunity to join a busy multi-functional team and will allow the
successful candidate to innovate and improve processes and enhance the service to the school community.
We are seeking an experienced, enthusiastic, reliable and highly organised administrator to work on special
projects as well as help support the day-to-day running of the bursar and his teams across the support service
functions which include Accounts, Admissions, Estates. IT, Marketing and Nurses.
With strong IT, literacy and numeracy skills, as well as an exceptional eye for detail, you will be able to work
efficiently and accurately, even during the busiest times, and support project initiatives across the school. You
will have excellent organisational and customer service skills, be a great communicator and passionate about
supporting our pupils and staff. You will enjoy working as part of a team in a busy office environment.
Job responsibilities
•
•
•
•

Provide administrative support on project initiatives to the bursar and the support function teams
Provide support with statutory and regulatory compliance and estates management
Work closely with the Bursar diarising meetings and key tasks while maintaining a department “To Do”
system.
Specifically, this will include involvement with the following areas
o Policies – collating and tracking of all school policies
o ISI (Independent Schools Inspectorate) - preparation and management of inspector visits
o Governor meetings - preparing packs for meetings and general admin support to the governors
o Single central register – monitoring and checking of content
o Insurance - oversight and management of school insurance policies
o Health & safety - monitoring and tracking of accidents and outstanding actions
o Fire risk assessment - monitoring and tracking of outstanding actions
o Risk Assessments - managing and collating school-wide all required documentation
o Contracts - establishing and maintaining a ‘contracts library’
o Public Benefit - management of public benefit register
o Catering and cleaning - supervision of third-party contracts
o Support staff training and qualifications - tracking and monitoring of certificates and expiry
dates
o Lettings - management and oversight the school’s lettings policy
o Equipment register - setting up and maintaining a register
o Trips policy - oversight and monitoring of the school’s trips policy
o Minibuses - oversight of use and maintenance
o Utility suppliers - management of utility suppliers to ensure accuracy and best value
o GDPR - management and response to GDPR and subject access requests
o Regulatory reporting and compliance - completion of all regulatory reporting requirements
(including census, DfE and ISI request for information)

Qualifications, Skills and Experience
•
•
•
•
•

Experience of working in a similar role
Excellent verbal and written communication skills
A self-starter with ability to show resilience under pressure and a collaborative working style
Ability to work effectively independently, and also as part of a team
Effective problem solver and creative thinker

•
•
•
•
•
•

Experience in prioritising and completing workload with the ability to meet deadlines with a high degree of
accuracy
Calm under pressure
Comfortable working with technical tools such as Microsoft Office in particular the use of Forms, Excel, Project,
Publisher as well as the school's data management systems (iSAMs)
Procedure writing skills
Attention to detail
To undertake any duties or tasks as reasonably requested by the Bursar.

Whilst every effort has been made to explain the main duties and responsibilities of the post, employees will be
expected to comply with any reasonable request from the Principal to undertake work of a similar level that is not
specified in this job description.

Salary: £30,000-£35,000, based on experience
Application Deadline: 13 July 2022
Interviews: 19 July 2022
Start Date: September or earlier
Hours of work: All year round; Monday – Friday; 9am-5pm, 25 days holiday.
Reporting to: Bursar of Somerhill

Format of Applications
Formal applications will only be accepted via the official Schools at Somerhill Application Form which will be published alongside this pack.
All completed applications should be sent to: recruitment@somerhill.org
Due to the current pandemic, we will not be able to offer tours of the school prior to the interview. However, a tour will form part of the
interview process. Our website provides a lot of information about us including a virtual
tour https://spark.adobe.com/page/NWmTWhbdpiUZE/
Child Protection
All staff have a responsibility for promoting and safeguarding the welfare of children with whom they come into contact and are always
required to adhere to and ensure compliance with the School’s Safeguarding Policy Statement. If, in the course of carrying out their duties,
a member of staff becomes aware of any actual or potential risks to the safety or welfare of children in the School, they must immediately
report their concerns to the Designated Safeguarding Lead.
We are an equal opportunities employer, and we welcome applicants from all backgrounds. We celebrate the diverse backgrounds that
make up our community and consider it important that people from a diverse range of backgrounds are represented in our setting
Offer Conditions
Somerhill is an equal opportunities employer and is committed to safeguarding and promoting the welfare of children and young people
and expects all staff and volunteers to share this commitment. The successful applicant will be offered the role conditionally, subject to the
satisfactory completion of a number of background checks including but not limited to: an enhanced DBS check with Children’s Barred list
check, the taking up and verification of references, the verification of career history and medical fitness to undertake the role. The
complete list of required checks will be provided to the successful candidate.
Note
This job description is not intended to be a comprehensive statement of procedures and responsibilities, but instead sets out the principal
expectations of the School in relation to the post holder’s professional responsibilities and duties. We are looking for an individual who is
adaptable, flexible, and willing to carry out the wide range of duties that are likely to be required to make a success of this role. We reserve
the right to appoint at any time during the recruitment process.
Health and Safety
Under the Health and Safety at Work Act 1974 and subsequent legislation, the School is obliged to provide you with a workplace and
working conditions which so far as is reasonably practicable, are safe and without risk to health. You are required by health and safety
legislation to take reasonable care for your own health and safety and for the health and safety and others. Somerhill is a Covid-19 secure
environment. Interviews will be held in person in line with social distancing rules.
Further Information
If you require any additional information, please do not hesitate to contact the Headteacher for a confidential conversation or for general
queries Jess May recruitment@somerhill.org

