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To raise funds from alumni, parents and others for 
bursaries and capital projects at the Mill Hill School 
Foundation with particular responsibility for regular and 
mid-level gifts.

The Development Officer will also be involved with 
colleagues in this exciting development environment in 
formulating strategy and planning campaigns and 
with the friend-raising and fundraising events and 
communications.

Closing date for applications: 
Monday 4th March 2019 

INTRODUCTION

Reporting To
DIRECTOR OF 
DEVELOPMENT

Contract Type
PERMANENT, FULL TIME

Hours
40 HOURS PER WEEK (WITH 
SOME FLEXIBILITY TO 
ACCOMMODATE EVENTS)

Key facts about Mill Hill School

Pension
CONTRIBUTORY STAKE-
HOLDER PENSION SCHEME

Holidays
25 DAYS ANNUAL LEAVE

Salary
£30-34,000 (DEPENDING ON 
EXPERIENCE)



Mill Hill School 
Founded in 1807, Mill Hill School is an 
independent co-educational boarding and day 
school with 715 pupils aged between 13 and 18, 
of which 275 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.

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 life time whilst balancing 
this with a readiness to embrace change.

THE SCHOOL



Purpose of Post
• To raise funds from alumni, parents and

others for bursaries and capital projects
at the Mill Hill School Foundation with
particular responsibility for regular and
mid-level gifts.

• The Development Officer will also be 
involved with colleagues in this exciting 
development environment in formulating 
strategy and planning campaigns and 
with the friend-raising and fundraising 
events and communications.

Key Areas
• Implementation of initiatives to

increase regular giving and mid-level
gifts

• Support for major donor activity where
required

• Day-to-day interaction with potential
donors

• Donor stewardship at all levels

JOB DESCRIPTION

Skills and Qualifications
• Strong interpersonal, verbal and written

communication skills appropriate to this
outward-facing role and its need to
communicate effectively with colleagues
and potential donors

• Proficiency in using a fundraising
database

• Educated to Degree level or equivalent
(highly desirable)

• Have a broad education that includes
GCSE Maths and English Language (or
equivalent)

• Excellent proficiency in general office
computer software, including word-
processing, spreadsheets, and internet
systems

• Confidence in presenting to individual
and group audiences

Experience and Knowledge
• Experience in education or other

fundraising environment (minimum one
year)

• A good grasp of the broader fundraising
environment and best practice

Abilities, Skills and Attributes
• Ability to build working relationships

with alumni, parents and colleagues, to
work across operational boundaries
and to work as a member of a team

• Demonstrate attributes of discretion,
tact and diplomacy.

• Be completely loyal and trustworthy
• Show initiative, drive and commitment

to ongoing improvement
• Be articulate and presentable
• A creative problem-solver with the

ability to think ahead
• Excellent administrative and

organisational skills; with good
attention to detail and the ability to use
initiative and prioritise workload
without constant supervision
Be able to work under pressure and
meet deadlines whilst producing work
that is accurate and high quality

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 np@millhill.org.uk by 
4.00pm on Monday 4th March 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 
np@millhill.org.uk.

The Mill Hill Foundation is 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 person barred from working with 
children to apply for this post.

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



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

020 8959 1221 
millhill.org.uk

Instilling values, inspiring minds 
millhill.org.uk


