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Job Description for Senior School  

Administrative Assistant 

 
The School is committed to safeguarding and promoting the welfare of children and young people 

 and expects all staff and volunteers to share this commitment.  
  

Commencing  As soon as possible  

 

Summary of the Role:  
 

This post offers a wonderful opportunity for a suitably qualified and 

experienced person to work in a friendly and forward-looking 
School.   

 

We are looking for a person who is highly organised, meticulous and 

who can work effectively in a very busy environment where 

reliability, patience and perspective are highly valued.  We put 

children at the heart of our work and seek to provide a service that 

supports and enables them to be their best possible selves.  

 

If you have the ability to implement processes so that they are 

contemporary and effective and really enjoy working in a 

collaborative environment, then you could be the ideal addition to 

our friendly team.   

 
 

Main Responsibilities 
 

Administrative Support 

 

 To provide first class administrative and secretarial support, 

an excellent knowledge of ICT systems and administrative 

processes. 

 To ensure that the School is demonstrably an efficient, 

informed and welcoming place.   

 To support the School in the implementation of high quality 

administration. 

 To assist the Senior School Office to reflect the high 

standards expected of the rest of the School.  

 To liaise with other administrative staff, to ensure an efficient 

and cohesive approach. 

 The successful candidate must maintain the confidentiality of 

information regarding the School, its staff and its business.  

Information must not be communicated to other persons 

either in or outside the School except in the recognised 

course of their duties.  
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The post involves 

 

 

 Answering incoming calls, in conjunction with the Hub 

Reception, in a professional manner.  Covering the Hub 

Receptionists from time-to-time as necessary. 

 Typing correspondence as necessary and sending 

correspondence to parents. 

 Using the School’s Management Information System 

(currently iSAMS), and MySchoolPortal for communicating 

information to parents. 

 Providing administrative assistance to the School Office 

Manager and Staff Secretary. 

 This will involve providing support to pupils, parents and staff 

as directed, including assistance with administrative tasks 

relating to the day-to-day operation of the Senior School. 

 Filing correspondence on pupils’ files. 

 Involvement in arrangements for Parents Evenings, School 

productions, concerts and events. 

 Providing support to the Deputy Head including up-dating 
School Policy documents and the Staff A to Z, a 

comprehensive guide for staff of information and School 

procedures. 

 Providing assistance to the Bursar’s office with administrative 

tasks as required. 

 Providing assistance to the Marketing and Admissions 

Departments in promoting the School, help with Open 

Mornings and events, and administrative tasks relating to new 

pupils joining the School.  

 

This list is not exhaustive or prescriptive and you may be asked to carry 

out other reasonable administrative tasks when necessary. 

 

 

 
 

 

Person Specification:  

Essential (E) 

Desirable (D) 

 

 

 

 Excellent organisational skills with a high level of attention to 

detail and accuracy. (E) 

 Good time management, with the ability to work under 

pressure and prioritise effectively in a busy and stimulating 

environment. (E) 

 Ability to maintain absolute confidentiality and to act with 

discretion at all times. (E) 

 Excellent written and verbal communication skills. (E) 

 Highly efficient ICT skills; proficient in the use of MS 

Outlook, Word and Excel. (E) 

 Knowledge of iSAMS and MySchoolPortal would be an 

advantage, although training would be given. (D) 

 Excellent literacy skills to prepare correspondence and 

maintain records to a high standard. (E) 
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 Good general level of education, including English and Maths 

at GCSE or equivalent, with recognised secretarial 

qualifications. (E) 

 Knowledge and experience of School procedures. (D) 

 
 

Personal Qualities:  
 

 The ability to work as a member of a collaborative team, 

being supportive towards colleagues.  

 Enthusiastic, self-motivated and proactive. 

 Good interpersonal skills with the capacity to remain calm, 

even when under pressure.  

 Professionalism, integrity, ability to maintain confidentiality 

and discretion.  

 A flexible approach to working with a sense of perspective.  

 Excellent time keeping record. 

 Commitment to the ethos of the School.   

 

Line Manager  Senior School Office Manager. 

 

Salary: Circa £20,300 per annum pro-rata.  

 

Hours: 
 

This is a full-time position during term time, equating to 39 weeks 

per year. Term time is 36 weeks with the remaining 3 weeks 

worked at the beginning/end of each term as necessary.   

 

Working hours to be 08:30 – 17:00 (with one hour for lunch, which 

is unpaid.)  Some flexibility in these working hours may be possible, 

to be discussed at interview. 

 

Term begins on the day of the Whole Staff INSET or as otherwise 

advised.   
 

 

Benefits: 
 

 Refreshments/meals during working hours. 

 Defined Contribution Pension (details available from the 

Bursar’s Office). 

 5 weeks holiday plus Bank Holidays (FTE). 
 

 

 
 

Walthamstow Hall is committed to safeguarding and promoting the welfare of children, 

 and applicants must be willing to undergo child protection screening appropriate to the post, 

 including checks with past employers and the Disclosure and Barring Service 
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Application Process 

 
Applications will only be accepted on the School’s Application Form.  Candidates should:  

 

 Compose a covering letter (of no more than 2 sides of A4) to the Headmistress, Miss Stephanie 

Ferro, detailing how your skills, knowledge and experience match the School’s requirements for the 

post of Senior School Administrative Assistant. 

 Email your letter and application to:  jturner@whall.school   

 

 

 Hard copies may be posted to: 

 

Jackie Turner 

HR and Compliance Manager 

Walthamstow Hall  

Holly Bush Lane 

Sevenoaks 

Kent TN13 3UL  

 

 

 

The closing date for applications is 4pm on Monday 24 January 2022. 

 

Your application will be acknowledged by email and earlier applications are welcome. 

 

 

Interviews will take place between 27 January and 1 February 2022. 
 

 

The School reserves the right to withdraw the post, commence or complete the recruitment 

process at any time prior to the closing date.   
 

 

 

January 2022  

mailto:jturner@whall.school

