
 
 

 
  
 

Society of Heads, BSA 
350+ pupils aged 11-18 

Co-educational, boarding and day school 
Kingham Hill School is a small independent boarding school, with a distinctive Christian 

ethos, set in the heart of the glorious Cotswold countryside.  
 

We now have the following vacancy: 
 

SCHOOL ADMINISTRATOR 
 

The School is looking for an experienced administrator with excellent organisational and IT 
skills, to provide administrative services that supports the day to day running of the School.   

   
Further information, including a Job Description and an application form can be found on 

our website: 
 

www.kinghamhill.org.uk or, contact: 
 

Julie McGiffen, HR Manager 
Kingham Hill School, Kingham, 

Chipping Norton, OX7 6TH 
Tel:  01608 658999 

E-mail:  j.mcgiffen@kinghamhill.org 
 

Closing date for applications: Wednesday 31st July 2019 
 
 

Charity No. 1076618 
Kingham Hill School is committed to safeguarding and promoting the welfare of children.  Applicants must be 

willing to undergo child protection screening appropriate to the post, including checks with past employers and 
the Disclosure & Barring Service.  
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Job Description 
 

Job Title:    School Administrator  
 
Reports to:   Bursar 
 
Location:  Kingham Hill School 
 
Date: August 2019 
 
___________________________________________________________________ 
 

1. Purpose of Job:  

To provide administrative services that supports the day to day running of the School. The 
post holder works closely with the Academic Deputy, under the overall leadership of the 
Bursar. 
 

2. Organisation chart:  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

3. Principal Accountabilities: 
a. To provide administrative support to the Examinations Officer for effective 

delivery of the Schools public and mock exam cycle.  This will include collating 
GCSE/GCE entries, the production of exam timetables and invigilation lists, 
distribution of exam certificates and answering any initial queries in the 
absence of the Exams Officer.   

b. Order and maintain all School stationery supplies. 
c. Take minutes of the weekly staff briefing. 
d. To be responsible for the organisation and administration of parents’ meetings 

in conjunction with the Academic Deputy, including the coordination of staff. 
Attendance at parents’ meeting is a pre-requisite of the role. 

e. To administer pupil rewards, vouchers and certificates at the end of the 
reporting cycle; uploading the reward results into iSAMS. 

f. Distribute and allocate security wrist bands and update locks as required.  
g. To organise and distribute pupil photographs.  
h. In liaison with the Second Deputy; to produce and manage the weekly 

SMT/MOD rota.  This also includes entering the lunchtime detention duties 
into iSAMs.   

i. To provide administrative support to the Bursar organising School training 
courses for staff (INSET, First Aid, Educare and Safeguarding). 

j. To oversee the Schools’ online training platforms (Parago & Smartlog); to 
include setting up new users and providing training guidance, uploading new 
policies, chasing any outstanding training courses or policy signatures. 

k. To assist the work of reception, including lunch and holiday cover, as required 
at the request of the Bursar. 

l. Support the Bursar and act as Deputy Data Compliance Officer, assisting with 
GDPR requirements and Subject Access Requests. 

m. Provide administrative support to the HR Department, on an ad hoc basis; 
n. Any other reasonable tasks as deemed appropriate by the Bursar. 

 

4.   Knowledge, Experience, Skills and Personal Attributes required 
for Acceptable Job Performance: 

a. Experienced administrator with excellent organisational and communications 
skills; 

b. Excellent IT skills with experience of MS software particularly MSWord and 
Excel; 

c. Competent working on databases, particularly ISAMS or willing to train; 
d. Quiet confidence with good inter-personal skills, but will maintain 

confidentiality.  
e. Able to demonstrate initiative, problem-solving and interrogate systems; 
f.  To be fully supportive of the School’s Christian ethos. 

               
 
 
 
 



 
 
 
 

5. Requirements of the Nominee: 
a. The nominee is to be entitled to employment within the EU or will be, 

following a successful application; 
b. The nominee, if not already employed by the School, will be subject to an 

enhanced check by the Disclosure & Barring Service prior to their permanent 
employment being confirmed.  This is a statutory child protection 
requirement; 

c. The nominee will be required, if not currently employed by the School, to 
provide original or certified copies of their professional qualifications and 
provide the details of one personal and two professional referees.   
Acceptable references must be received before any offer of employment is 
confirmed; 

d. The nominee, if not currently employed by the School, must offer a verifiable, 
detailed and unbroken history of education and employment; 

e. The nominee should be in good health and be willing to undergo a pre-
employment medical examination by the School doctor if requested. 

 

6.  Remuneration Package: 
a. The base salary for the post will be commensurate with the skills and 

experience of the successful candidate and calculated on a 37.5 hour working 
week; 

b. The post holder, if not already employed by the School, will be entitled to join 
the School’s Contributory Pension Scheme; 

c. Holidays will be 25 working days plus public holidays; 
d. Free lunches when on duty and when the Catering Department is operational; 
e. Generous death-in-service scheme.   

 

7.   All staff are required to acknowledge: 
 
All Kingham Hill School employees have a responsibility towards the safeguarding of our 
pupils’ welfare regardless of their role at the School. 
 
The post holder’s responsibility will be to adhere to and ensure compliance with the 
School’s Safeguarding Policy, and other related policies, for promoting and safeguarding the 
welfare of children and young people. If, in the course of carrying out their duties, the post 
holder becomes aware of any actual or potential risks to the safety or welfare of children in 
the school, s/he must report any concerns to the school’s Designated Safeguarding Officer. 
 

 
 
 
 



 
 
 
Agreed Job Description 
 
___________________________ Job Holder (Signature) 
 
___________________________ For the School (Signature) 
 
 
___________________________ Date 

 
 
 
 
 
 
 
 
 
 
 


