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TERMS AND CONDITIONS 

• Salary range £27,000 - £33,000 

• Hours: Full time, term time, Monday to Friday.  
Term time hours: 08.00 – 17.00.  
School holiday hours: 08:30 – 15:30 
Occasional weekend or evening for School events, including Open Morning, Sixth Form Open Evening, 
Parents’ Evenings, Commemoration Day, the Sixth Form Leavers’ Ball and Next Step Evenings. 



 

• The post holder will be expected to work an additional 3 weeks during Forest School holidays. The weeks to 
be worked will be the period from the beginning of the week in which A Level results are published until the 
beginning of the Michaelmas term. 

• Support staff are enrolled into a defined contribution scheme. Staff are required to make a minimum 
contribution into the scheme, amounting to 5%. The School will make a graduated employer contribution, 
starting at 15.23%, based on length of service. 

• Free lunches during term time and when working during the school holidays.  

• Refreshments available in the Common Room throughout the day.  

• Discounted membership of the Sylvestrian Leisure Centre.   

• Assistance obtaining a parking permit. 

• Employer death in service benefit 

• Support with extensive CPD opportunities  
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QUALIFICATIONS ESSENTIAL DESIRABLE 

Honours degree or equivalent √  

Excellent grades at A Level or equivalent √  

EXPERIENCE   

Strong understanding of school culture and context   √ 

Experience of positive and impactful work with young people  √  

An excellent understanding of the UK University admissions system √  

Awareness of safeguarding requirements and good practice within an educational 
environment 

 √ 

KNOWLEDGE & SKILLS   

An efficient and accurate administrator √  

Excellent people skills, high confidence and an ability to build strong rapport with 
colleagues and parents/carers both via telephone and email correspondence. 

√  

Ability to manage high volume activity at pinch points of the year. √  

Detail orientated and methodical.  √  

Ability to plan time effectively, prioritise tasks and meet deadlines. √  

Strong written and verbal communication skills. √  

Ability to demonstrate tact, diplomacy and sensitivity when necessary. √  

Willingness to adopt and promote the culture of the School. √  

Willingness to build an encyclopaedic understanding of the School, our people and 
what great looks like for us. 

√  

Ability to remain calm and professional whilst under pressure. √  

Display a smart and professional appearance representing the School in a positive 
manner. 

√  

Enthusiastic, with an eagerness to learn and develop skills. √  

An excellent understanding of Higher Education, including the barriers faced by 
pupils from disadvantaged backgrounds 

 √ 
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