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INTRODUCTION

The Residential Graduate Assistant will gain valuable 
and varied experience in a role which is a stepping stone 
into the teaching profession. As part of an eight person 
team, they will be based in one of our five boarding 
houses or in School accommodation and support the 
boarding community and either the Games, Music or 
Drama programmes. This will include some evening 
and weekend work in order to support the boarding 
community. The School would be especially interested 
in candidates with sporting, music or drama based 
backgrounds.

Closing date for applications: 
9am on Monday 22nd April 2019

Key facts about Mill Hill School

Day & Boarding
DAY, WEEKLY AND  
FULL BOARDING  
PLACES AVAILABLE

Co-educational
FOR AGES 13–18

10 miles
FROM CENTRAL LONDON 
WITH EASY ACCESS TO 
UNDERGROUND AND 
MAIN LINE STATIONS

120+
ACRES OF GROUNDS 
AND FACILITIES

2018 Academic 
Results
A-LEVEL: 40% A*/A; 73% A*-B
GCSE: 59% 9-7; 81% 9-6

GCSE & A-Level 
WITH A WIDE RANGE 
OF OPTIONS

Part of the  
Mill Hill School 
Foundation
EDUCATING GIRLS AND 
BOYS FROM 3–18



The Mill Hill School Foundation Ethos
The Mill Hill School Foundation educates  
boys and girls from 3–18, seeking to equip 
them for life, both now and in the future.  

Our stimulating academic environment and 
numerous activities outside the classroom 
encourage learning and personal growth.  
We are committed to the development of 
every pupil and believe that our friendly and 
supportive community helps this to happen. 
We seek as a Foundation to instil a love for 
learning which will last a lifetime whilst balancing 
this with a readiness to embrace change.

THE SCHOOL

Mill Hill School 
Founded in 1807, Mill Hill School is an 
independent co-educational boarding and day 
school with 750 pupils aged between 13 and 18, 
of whom 300 are in the Sixth Form. The School 
is one of four in the Mill Hill School Foundation, 
which comprises Pre-preparatory, Preparatory 
and Senior Schools as well an on-site 
International School.

We are situated in a magnificent 120-acre 
parkland campus on the edge of the North 
London Green Belt, providing a wonderful 
environment in which to work. The School is 
very much a community, particularly given the 
central importance of boarding: we are unusual 
for a London school to be offering full and 
weekly boarding, with over 180 boarding pupils. 

We are committed to the on-going professional 
development of all our teaching and support 
staff as well as the full induction and training of 
all new staff.



JOB DESCRIPTION 

We have designed the role to give successful 
applicants an all-encompassing experience of 
independent school life. The role is likely to suit 
recent graduates who are interested in pursuing a 
career in education, understanding that the role is 
fast-paced and time-consuming during term yet 
enormously rewarding for the right people. 
Working in areas of the School that befit each 
individual’s experience, abilities and aspirations, 
the Graduate Assistants will be closely supervised 
by a senior member of staff within a formal 
structure of professional development, training 
and feedback that will enable them to prepare for 
their future careers in education. In addition, the 
Graduate Assistants will attend regular in-service 
training alongside the teaching staff, covering all 
aspects of our work from the latest teaching and 
learning developments to important changes in 
legislation. For an exceptional candidate, there 
may in due course be the opportunity to move 
into formal teacher training, supported by the 
School, if this aligns with a particular staffing 
requirement that the School has at the time.

Boarding responsibilities:
> Support a boarding House Master/Mistress or 
House Parent in the smooth running of all aspects 
of boarding life, including duties within the 
boarding house

Please see below for the key responsibilities and 
duties for all Graduate Assistants. This list is not 
exhaustive but gives an accurate flavour of the 
role:

General responsibilities and expectations:
> Support the aims and objectives of the Mill Hill 
School Foundation

> Comply with the Mill Hill School Foundation 
Health and Safety Policy 

> Promote the general progress and well-being of 
individual pupils and of any class or group of 
pupils supported by you 

 > Maintain good order and discipline among the 
pupils and safeguard their health and
safety both when they are on the School 
premises and when they are engaged in 
authorised school activities elsewhere in your 
care

> Promote and safeguard the welfare of children 
and young persons for whom you are responsible 
and with whom you came into contact 

> Attend a 5 day first aid course in either late June 
or the end of August

> Promote and safeguard the welfare of children 
and young persons for whom you are responsible 
and with whom you come into contact
> Organise and run activity sessions in the 
evening and weekend activity programme
> Lead a tutor group within the boarding house

> The Graduate Assistant with a specialism in music 
would be heavily involved in the co-curricular life of 
the Music School. An ability to play an instrument to 
a high standard, a good knowledge of music 
technology, experience rehearsing and performing 
in ensembles/choirs, the potential to lead 
ensembles/clubs, and an ability to teach musical 
theory are all highly desirable skills. We hope that 
this highly responsible and motivated individual 
would also be comfortable working with recording 
studio technology, or would be keen to learn the 
necessary skills quickly. Stage-managing concerts, 
organising concert admin (e.g. programmes, tickets 
etc.), and remote-supervision of pupils in practice 
sessions play a significant part of the role through 
the academic year.

> Graduate Assistants whose focus is sport would 
play a leading role in developing our 30+ Sports 
Scholars. They also support the PE Department in 
delivering the curriculum, which includes teaching 
JAD in each practical PE lesson, assisting in 
delivering practical and theoretical elements of PE 
and covering lifeguarding duties within PE lessons. 
There will also be the expectation to lead sports 
teams, leadership activities and clubs/clinics 
through the academic year.

> Fully support the co-curricular life of the School 
in areas which dovetail with the candidate’s 
previous background. The roles will focus on 
Games, PE, Drama and Music

Contribution to co-curricular programme of the 
School: 
> Support the School’s weekend 
programme across all three terms 



Support the organisation and delivery of the 
School’s Open Days

Developmental opportunities & of responsibilities: 
> Act as a teaching assistant during some 
timetabled lessons
> Support colleagues in relevant academic 
departments with routine administration

> Attend departmental meetings

> The Graduate Assistant with a specialism in Drama 
would be heavily involved in the co-curricular life of 
the Drama Department. A good honours degree in 
drama, a knowledge of current and emerging trends 
in theatre and a good working understanding of 
technical theatre is essential.  Experience of leading 
rehearsals/directing and the potential to lead a 
scholars' drama group to stretch our most talented 
actors would be highly desirable.  We are looking for 
a highly motivated and responsible individual with a 
genuine interest in drama education to play a key 
role in assisting with curriculum drama particularly 
in the preparation, rehearsal and stage management 
of examination performances

> Be a staff presence on educational visits/other 
trips organised by the School, where appropriate

> Free use of facilities on and off-site, including: 
sports hall; fitness suite; swimming pool; The Shire 
Championship golf course; Copthall golf driving 
range

> Free staff sports kit for those involved in leading 
sports teams

> Extensive training and professional development

> Three hot meals a day (two on Sundays) provided 
free of charge

> On-site accommodation and bills inclusive

Benefits of the role:
> Salary likely to be in the region of £15,000pa 
dependent on experience and relevant 
qualifications

> Opportunity to travel within a varied programme 
of educational visits, sports tours etc
> Membership of our excellent Staff Common 
Room, which organises a number of social 
functions through the year

> Access to the School’s Medical Centre

Other responsibilities: 

> Work in or for the School from Monday to Saturday 
during term-time
> Have a flexible approach to hours of duty

> Carry out the above duties and responsibilities and 
additional duties and responsibilities if so directed by 
the Head of Mill Hill School or her representative 
within the confines of the Mill Hill School Foundation



> Awareness, understanding and, ideally, experience 
of issues relating to safeguarding the health, welfare 
and safety of children

> To have graduated with a good honours degree by 
the time the post commences

PERSON SPECIFICATION

The successful candidate will be able to 
demonstrate the following:

> High personal and professional standards
> Positive working relationships with colleagues and 
the ability to work as a member of a team
> Experience in the School’s major sports 
(Rugby, Hockey, Football, Netball, Cricket)or 
with musical or theatrical performance

> Excellent time management, IT and organisational 
skills

> The ability to offer other activities outside 
those previously mentioned would be 
beneficial  

> An interest in current developments in 
education

> Ability to take responsibility and to show initiative

> Ability to convey infectious enthusiasm for a 
variety of areas of School life
> Ability to form and maintain appropriate 
relationships and personal boundaries with 
children and young people
> Ability to manage practical sessions effectively 
and safely
> Motivation to work with children and young 
people
> Positive attitude to managing behaviour



If you would like to apply for this role, please 
download the application form from the 
School website. Our Guidance Notes for 
Applicants can also be found on the website.

View Online Page

Your application form should be completed 
in full and returned to 
applications@millhill.org.uk  by 9am on 
Monday 22nd April 2019.  Please note that 
we are unable to accept applications 
unless they are made on our own 
application form. Due to the large number 
of applications the School receives, please 
be aware that only shortlisted candidates 
will be contacted to be invited for an 
interview.

Should you require any further assistance, 
please contact us via email 
applications@millhill.org.uk

The Mill Hill School Foundation and its staff 
are committed to safeguarding the welfare 
of children. The School is registered with 
the DBS and successful applicants will be 
required to complete successfully the 
Disclosure procedure at the Enhanced 
level. It is an offence for any person barred 
from working with children to apply for 
this post. 

The Mill Hill School Foundation is 
committed to Equal Opportunities and 
welcomes applications from all sections of 
the community.

3

2

1

HOW TO APPLY

https://www.millhill.org.uk/application-form/


Mill Hill School 
The Ridgeway 
Mill Hill Village 
London NW7 1QS

020 8959 1176
millhill.org.uk

Instilling values, inspiring minds 
millhill.org.uk
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