
 

 

 

 
 
 
 
 
 
 

 

 

Appointment of  

Support to the Deputy Heads 

For August 2019 

 

 
 



 

 

About the School 

“Teaching here is all about being able to have in-depth conversations with students about your subject and 
helping to enthuse them with the same passion as you have. Teaching at NHEHS is exactly what I imagined 
teaching would be like when I got my first teaching job; it’s what teaching should be!”  
Liberty: joined NHEHS in September 2017 as a Head of Department 
 
Notting Hill & Ealing High School is one of London’s leading independent girls’ day schools. Founded in 1873 it is the 
oldest of the 25 schools which make up the Girls’ Day School Trust (GDST) having begun life in Notting Hill and moved 
to Ealing in 1930.  We are an all through school (ages 4-18). Around 300 girls in the Junior School and 600 in the Senior 
School, including 150 in the Sixth Form, make up a friendly and welcoming community.  The Junior and Senior Schools 
occupy their own parts of the site and in day-to-day terms operate independently.  We occupy a site in suburban, 
leafy, west Ealing with excellent transport links.  (We are an easy walk or bus ride from Ealing Broadway or West Ealing 
stations: District and Central underground lines, mainline trains and Crossrail.)  The school is oversubscribed and a 
very popular choice at all ages with girls joining us from most parts of West London as well as areas further afield.   

NHEHS is an academically selective school.  Our girls are ambitious, bright, enthusiastic and eager to learn.  In our 
latest ISI inspection we achieved the highest possible grades across the board and the inspectors noted that ‘the 
quality of the pupils’ achievements and learning is exceptional.’ Public examination results are consistently 
outstanding and girls go on to study a wide range of subjects at prestigious universities including Oxbridge.  (We 
recently achieved top 20 in the Times League Tables at GCSE and A-Level.)  The school is highly regarded for the way 
it achieves its outstanding outcomes within a particularly warm and supportive environment, and pastoral care and 
achieving the best for every girl is at the heart of everything we do. 

About the GDST 

GDST schools share an ethos and heritage of girls-only education and are members of a unique network which adds 
value to each school, student and member of staff.  Networking opportunities with other teachers across the Trust 
enable staff to share best practice and develop initiatives that benefit all our schools and students.  In addition to 
supporting the work of individual schools in supplying excellent induction and development opportunities for staff, 
the GDST network provides access to an extensive training programme.  This includes development opportunities 
(including a Middle Leaders Development Programme and Aspiring Leaders Programme) and to grants for individual 
courses of study.   

 

 

 

 

 

 

 

 

“We are delighted that you are considering NHEHS and hope that you will want to apply for this post once you 
have found out a little more about us.  Our website, www.nhehs.gdst.net will tell you more about the school 
and give you a taste of the atmosphere here.” 
 
Matthew Shoults, Headmaster 
 

http://www.nhehs.gdst.net/


 

 

 
Role: 

 

  
Support to Deputy Heads, Academic and Pastoral 

 
Job Purpose: 

 

 To provide professional and efficient administrative support to the Deputy Heads 
including diary management and accurate minute taking of regular Head of 
Departmental and Head of Year meetings. 

 To provide a customer-focused and efficient reception service to visitors and 
telephone callers, presenting a welcoming and professional image of the school. 
 

 To provide effective welfare and first aid care to pupils. 

 As a member of the Admin team, to assist the Director of Finance & Operations 
through the Office Manager to provide whole school administrative support 
services. 

 Responsible for maintenance of pupil records. 

 

 
Accountable to: 

 
Director of Finance and Operations through the Senior School Office Manager 
 

 
Accountabilities: 
 
 

 
Communications and administrative services 
 
Support to the Deputy Heads and Senior School Office 

 Prepare and process documents, reports and presentation materials, using appropriate 
software packages and ensuring that the quality of work produced is appropriate for its 
purpose and produced within required timescales.   

 Plan and organise internal and external meetings / interviews as required, ensuring that 
appropriate information, facilities and refreshments are provided, and making travel 
arrangements if necessary. 

 Maintain records and databases as required, ensuring that information is up to date, readily 
accessible, managed in accordance with data protection requirements, and that changes 
are notified to third parties as required.   

 Prepare agenda for meetings, take accurate and timely notes at, and prepare and 
distribute minutes of meetings, as required. 

 Ensure that all administrative systems and procedures are compatible with whole school 
systems, and that appropriate information is shared with other members of the Senior 
School, in particular to ensure the smooth transfer of pupils into the Senior School. 

 Prepare, produce and distribute in accordance with required timescales, documentation 
for staff, including letters, teaching materials, reports, exam papers and other similar 
material, undertaking reprographic work within the department where appropriate or via 
the main Senior reprographics office. 

 Assist with any administration on or around GCSE / A level results day and the period 
following. 

 As part of the administrative team, contribute to the smooth running of the Senior School 
and provide general administrative support and assistance to school staff including the 
School Nurse.   

 As part of the Emergency Evacuation Team, account for pupils, staff and visitors as 
required, and report any absentees to the relevant people. 

 
Marketing and external links, including public occasions 

 

 Ensure that the reception area reflects an attractive, welcoming and professional image at 
all times; maintain marketing displays and other information in the reception area to ensure 
that materials are appropriate and up to date. 



 

 

 Assist with the organisation of events, such as Parents’ Evenings, Open Days, Prize-giving 
etc to ensure that they run smoothly and efficiently. 

 Ensure that visitors and callers to the Senior School receive an efficient, professional, 
approachable and welcoming service, in line with the ethos of the school. 

 Liaising with the Admissions Secretary, ensure an efficient and positive response to 
admissions enquiries and follow up visits. 

 Contribute to the positive promotion and marketing of the school and the GDST in the local 
and wider community. 

 
Management of resources 
 
 Receive incoming deliveries, checking and signing delivery notes and informing the 

relevant person, in order to keep the Reception/Entrance area clear. 

 Administer Senior School trip communication through EVOLVE.and other school 
communications through schoolcomms. 

 
Pastoral care 
 
 Provide a supportive and sympathetic point of contact for concerned, worried or annoyed 

students or parents, summoning assistance as required. 

 Assist with the maintenance of the attendance/absence register to ensure that absences 
are recorded and appropriately followed up. 

 If qualified, provide a welfare and emergency first aid to staff and students as the first 
contact person, calling the School Nurse when appropriate. 

 
Training & development of self and others 
 
 Regularly review own practice, set personal development targets and take responsibility 

for own continuous professional development. 

General 
requirements 

All school staff are expected to: 
 

a. Work towards and support the school vision and the current school 
objectives outlined in the School Development Plan. 

b. Contribute to the school’s programme of extra-curricular activities. 
c. Support and contribute to the school’s responsibility for safeguarding 

students. 
d. Work within the school’s health and safety policy to ensure a safe working 

environment for staff, students and visitors 
e. Work within the GDST’s Diversity Policy to promote equality of opportunity 

for all students and staff, both current and prospective. 
f. Maintain high professional standards of attendance, punctuality, 

appearance, conduct and positive, courteous relations with students, parents 
and colleagues. 

g. Engage actively in the performance review process, and training and 
development opportunities available. 

h. Adhere to policies as set out in the GDST Council Regulations, ORACLE 
and GDST circulars.  

i. Undertake other reasonable duties related to the job purpose required from 
time to time. 

 

Other 
requirements 
  

Enhanced DBS check 

Review and 
Amendment 

This job description should be seen as enabling rather than restrictive and will be subject to 
regular review. 

 



 

 

 
Person Specification 

Skills Required 

Excellent interpersonal and communications skills including the ability to relate well to people on 
all levels with sensitivity, tact and diplomacy 

Essential 

First class organisational and administrative skills, with the ability to remain calm under pressure 
and work to tight deadlines; systematic in approach to tasks, with attention to detail 

Essential 

Evidence of a pro-active approach to planning and prioritising work, with the ability to use initiative 
appropriately 

Essential 

Able to maintain a high work rate and to juggle a range of tasks and competing priorities  Essential 

Excellent ICT skills e.g. confident and adept in use of Microsoft applications e.g. Word, Excel and 
database input 

Essential 

Reasonably fast and accurate typing  Essential 

Excellent command of written and spoken English Essential 

Good telephone manner and ability to deal with callers and visitors in a calm and courteous way  Essential 

Sufficient numeracy to deal with statistical data, and manage budgets and money Essential 

Minute taking of regular meetings  Desirable 

 

Knowledge Base 

Knowledge of office management processes Essential 

Knowledge of safeguarding issues. Desirable 

 

Qualifications/Attainment 

Recognised secretarial or administrative qualification at NVQ3 level or above, or the equivalent 
gained through experience. 

Essential 

Current ‘First Aid @ Work’ qualification or willingness to obtain this  Essential 

 

 

Experience 

Evidence of substantial secretarial and administrative experience in a complex organisation Essential 

Previous experience of working in a complex, busy, service-driven environment  Essential 

Experience of working in a school environment Desirable 

 

Attitude/approach 

A high level of personal integrity, with proven experience of handling sensitive situations with tact 
and diplomacy and with complete respect for confidentiality. 

Essential 

Honesty, energy, stamina, enthusiasm Essential 

A willingness to give generously of their time to support school events and activities Desirable 

An enjoyment of working with and being in the company of young adults Essential 

Professional, approachable demeanour in relating to all members of the school community, 
suppliers etc. 

Essential 

Well-groomed, with dress standards and appearance appropriate to the role Essential 

Willingness to “roll up sleeves” in an emergency Essential 

 



 

 

Terms and Conditions of the Post 

The GDST offers attractive salaries and pay progression, when compared with the education sector generally, 
and has its own pay and grading structure, and system of career progression. Leadership and teaching excellence 
are recognised and rewarded in its schools. The salary reflects London weighting. 
 
Benefits include: 

 Membership of Teaching Staff Pension Scheme 

 Access to the GDST central training and development programme 

 Up to 50% discount on fees for children at GDST schools 

 Training grants for obtaining further qualifications 

 Season Ticket Loans: Interest free loans for travel are available to staff to enable them to buy annual 

season tickets 

 Computer Loans: Interest free loans are available to staff to enable them to buy a computer for personal 

use at home 

 Cycle Scheme: the School is part of the scheme which enables staff to purchase bicycles and equipment 

at a tax advantageous rate and pay for the equipment over 12 months 

 Lunches: free lunches are provided to all staff during term time 

 Four weeks’ study leave for teachers after ten years’ continuous service 

 Accredited NQT induction 

 There is a possibility of accommodation for September 2019 

Application and Interview Process 

Applications should be submitted by midday, on 20th June at the latest; however, applications may be considered 
in advance of the deadline.  Candidates should complete the application form provided and also include a 
covering letter and full curriculum vitae with details of qualifications and experience and the names, addresses, 
telephone numbers and email addresses of two professional referees, one of whom should be the Head of their 
present or most recent school. 

Completed applications should be sent to: 
 
Mr Matthew Shoults 
Headmaster 
Notting Hill & Ealing High School  
2 Cleveland Road, London W13 8AX 
 
or may be emailed to: recruitment@nhehs.gdst.net 
 
Shortlisted candidates will be invited for interview on Monday 24th June.  All applications will be acknowledged 
and candidates who have not heard from us further within two weeks of the closing date should assume that the 
post has been filled.   

 
All adults employed at the school are cleared for working with children and young people through the Disclosure 
& Barring Service. Please see attached full information regarding the Girls’ Day School Trust guidelines on the 
Safeguarding of Children.  
 
Further information about the school can be found on our website at:  www.nhehs.gdst.net 

Application Form 
 

mailto:recruitment@nhehs.gdst.net
http://www.nhehs.gdst.net/
http://www.nhehs.gdst.net/wp-content/uploads/2015/09/Application-Form-1.doc

