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INTRODUCTION

We are seeking a reliable, highly conscientious and 
punctual individual with a warm and professional 
manner to join our busy team.

Closing Date: Friday 14 December

Interviews: Monday 17 December

Salary
DEPEND UPON 
EXPERIENCE AND 
QUALIFICATIONS

Contract Type
TERM TIME PLUS 20 DAYS

Key facts about Belmont

Pension
THE POST HOLDER 
WILL AUTOMATICALLY 
BE INCLUDED IN THE 
GOVERNMENT’S PENSION 
AUTO-ENROLMENT SCHEME 
AT A RATE OF 3% WHICH 
IS MATCHED BY THE 
FOUNDATION. SHOULD S/HE 
WISH TO CONTRIBUTE MORE, 
S/HE MAY DO SO, UP TO 5%. 

Hours
MONDAY TO FRIDAY 8.00AM 
TO 5PM,  ALTHOUGH 
FLEXIBILITY IN WORKING 
ARRANGEMENTS WILL BE 
REQUIRED. OCCASIONAL 
SATURDAY WORKING MAY BE 
REQUIRED. 

Reporting to
OFFICE MANAGER/
HEADMASTER'S PA



THE SCHOOL

Belmont
Belmont is a co-educational preparatory day school in Mill Hill 
and one of four schools that comprise The Mill Hill School 
Foundation. The school is set in 30 acres of the Mill Hill 
conservation area on the edge of the green belt and is over-
subscribed. Some 520 pupils are on roll, aged from 7 to 13.  
Belmont has an excellent academic and sporting reputation 
and provides a happy and friendly environment in which 
pupils enjoy learning. Belmont has an excellent academic 
reputation and provides a happy and friendly environment in 
which pupils enjoy learning; the extra-curricular programme is 
extensive and of high quality.  

Entry at 7+ is automatic from our pre-prep Grimsdell and 
selective for external candidates.  Entry at 11+ is selective and 
gives automatic transfer to Mill Hill, the senior school, at 13+.  
Approximately 90% of pupils transfer; the remaining pupils are 
successful in gaining entry to other independent schools in 
North London and beyond.  

The school achieves high academic standards at Common 
Entrance and other entrance exams to senior schools, with a 
significant number regularly achieving academic, music, art, 
design, drama and sports awards. The School has a strong 
reputation for the quality of its pastoral care and for the very 
good personal development of the children. In our 2012 
inspection, the inspectors found all aspects of the School’s 
provision to be excellent. We wish to maintain and build on 
the standards currently achieved and the successfulcandidate 
will play a key role in helping the School achieve its aims.

Further details about the School can be found on the website 
at: millhill.org.uk/belmont 

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 instill a love for 
learning which will last a lifetime whilst 
balancing this with a readiness to 
embrace change.

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.

https://www.millhill.org.uk/belmont/


THE POST

The School Secretary reports to the Office Manager who is the Headmaster’s P.A. The post holder 
will work in the school office alongside another full time school secretary.  We are seeking a reliable, 
highly conscientious and punctual individual with a warm and professional manner to join our busy 
team.



• Secretary to the Head of LS, US and Games Department

• Handling telephone enquiries efficiently and courteously

• Dealing with parental enquiries and/or passing on to the most appropriate person to help.

• Receiving school emails and re-directing to relevant members of staff

• Receipt/distribution of deliveries and post

• Fire drill administration

• Help with on-line morning and afternoon registration as and when necessary.

• Responsible for School Stationery Budget

• Preparation of disbursement lists

• Collation and Printing of school documents such as Staff Handbook, Policy Handbook, Upper and
Lower School Curriculum Handbooks, Upper School Homework Guide and Prep Diary

• Production of Parent Handbook in conjunction with Head of ICT and Deputy Heads

• School cups – arrange safe return and maintain spreadsheets and photo bank

• Updating all pupil data on ISAMS, including checking accuracy of data entered for new pupils
(jointly with P/T School Secretary)

• School exam admin

• Parents’ Evening administration – labels for parents when requested by Heads of US and LS

• Preparation and update of School Secretary workbook

JOB DESCRIPTION

Key Areas of Responsibilty

Admin

Communications

• Digital signage around the school – responsible for regular updates

• Social media feeds for school trips etc

• Create on line communication forms

• Responsible for the admin areas of the school website

• Creating and sending out text messages and group emails 

Budgets/Accounting

• Responsible for the Stationery budget

• Responsible for the annual stationery inventory

In addition the following work during the school holidays include:

• Preparation of documents for the beginning of the next term

• Receiving school deliveries

• Distribution of post and opening the Headmaster’s non-confidential post

• Greeting prospective parents and notifying the Registrar where necessary



Personal Attributes

• Be cheerful and a team player
• Be friendly, approachable and have a

sense of humour
• A commitment to continued professional

development.
• High personal and professional

standards, maintain a high level of
confidentiality.

• Positive working relationships with
colleagues and ability to work as a
member of a team.

Skills

• Excellent communications skills, both
written and verbal

• Ability to take responsibility and show
initiative.

• Good time management, organisational
skills and be able work independently.

• Ability to work under pressure at busy
times and to work to deadlines.

• Experience of working in an office
environment.

• Experience of using databases.
• Ability to use MS office, Microsoft

Outlook and Excel confidently.
• Be flexible

Desirable Knowledge 
• Knowledge and understanding of how to

use social media.

• Awareness and experience of issues
relating to safeguarding the health,
welfare and safety of children.

PERSON SPECIFICATION



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 the Head's PA        
gellen@belmontschool.com  by Friday 14 
December 2018

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 and will be required to teach a 
lesson and provide evidence of their identity 
at interview. 

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.
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HOW TO APPLY
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https://www.millhill.org.uk/application-form/


Belmont
Mill Hill Preparatory School 
The Ridgeway
Mill Hill Village
London NW7 4ED

020 8906 7270
millhill.org.uk/belmont

Instilling values, inspiring minds 
millhill.org/belmont




