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INTRODUCTION

Grimsdell Pre Prep and Belmont Preparatory School are seeking 
an enthusiastic and organised individual to help with the 
administrative and manual tasks of two very busy PE and Games 
departments across both the Pre-Prep and Prep School. The 
successful candidate will work alongside both departments with 
over 10 full time members of staff and twenty outside coaches 
and academic Games staff.  The candidate will be line managed 
by the Director of Sport and Activities. 

Closing date for applications: 
Friday 2nd November 2018

Interviews:
Week Commencing Monday 5th November 2018

18-19 pupils
AVERAGE CLASS SIZE

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

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

Key facts about Grimsdell & Belmont

Co- educational 
Day School
AGES 3-7 - GRIMSDELL
AGES 7-13- BELMONT

35 acres
OF GROUNDS AND 
FACILITIES 



THE SCHOOLS
Grimsdell
Our aim is to instil a deep and natural love of learning that will stay with our pupils forever. Our 
curriculum is rich and diverse and extends well beyond the National Curriculum. It is both demanding 
and exciting, giving them a chance to excel in so many areas.

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.

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.

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


PERSON SPECIFICATION

As the successful candidate, you will be able to demonstrate the following: 

> awareness, understanding and, ideally, experience of issues relating to safeguarding the health,
welfare and safety of children
> high personal and professional standards
> Be a confident swimming and undertake the NPLQ course and carry out routine operating
procedures alongside the pool manager
> experience of using databases and willingness to learn new software i.e. SOCS.
> positive working relationships with colleagues and the ability to work as a member of a team
> excellent time management, IT and organisational skills
> ability to take responsibility and to 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.
> ability to use MS office, Microsoft Outlook and Excel confidently.
> be cheerful and a team player
> be friendly, approachable and have a sense of humour
> be flexible
> enthusiasm to work with the maintenance and grounds team where necessary to carry out
facilities and equipment checks and services
> to be able to ensure the health and safety of all pupils at all times and following process for
reporting incidents.

Desirable knowledge and skills:
> Have the National Pool Lifesaving Qualification. This is not compulsory as the successful applicant
will be put on the course in order to follow out key responsibilities and duties
> Awareness and experience of issues relating to safeguarding the health, welfare and safety of
children.

The School and all staff are committed to safeguarding the welfare of children.  The School is 
registered with the DBS and all employees are required to complete successfully the Disclosure 
procedure at the Enhanced level.



Other
> Support and contribute to the school’s responsibility
for safeguarding students.
> Work within the school’s health and safety policy to
ensure a safe working environment for staff, students
and visitors
> Maintain high professional standards of attendance,
punctuality, appearance, conduct and positive,
courteous relations with students, parents and
colleagues.
> Engage actively in the performance management
process.
> To undertake such other duties as may be
determined from time to time by the Director of Sport
or Head of PE at Grimsdell.
> Adhere to policies and procedures as set out in the
Governing Body’s Regulations, Staff Handbooks and as
otherwise notified from time to time.

It should be noted that a job description is not an 
exhaustive list of activities, and employees may be 
asked to carry out other duties commensurate with the 
grade of the post. The job description may also be 
amended to take account of changed circumstances, 
and employees will be consulted if this is necessary. 

JOB DESCRIPTION

The successful applicant will be required to: 

Administration
> Assist the Director of Sport and Activities and the
deputy Head at Grimsdell with the whole school
activity programme using the SOCS software from
both Belmont and Grimsdell
> Helping with the organisation and running of events
such as sports awards evening, sports days, inter-
school district competitions and open days across
both pre-prep and prep.
> Participate in departmental meetings and take
minutes

Technical Support
> Lifeguard all Belmont and Grimsdell swimming
lessons and morning clubs working with the Mill Hill
lifeguard to ensure all sessions are guarded to the
schools high standards
> Lost property – work with the parents association
and the school offices in the smooth running of lost
property collection and redistribution
> Work with the school nurses to ensure all first aid
bags are correctly stocked and to collate medical bags
prior to fixtures or events.
> Maintain all sports equipment and ensure that
storage rooms are kept clean and tidy and that
equipment is stored in a safe and orderly fashion when
not in use.
> To keep the Director of Sport and the school’s SMT
regularly and fully informed on any matters concerning
the management, upkeep and administration of the
sports hall
> Liaise with the Head of PE at Grimsdell over the use
of the Belmont Sports Hall/Gym and opportunities for
the younger pupils to make use of this facility
> Work collaboratively with the maintenance and
grounds team to conduct daily equipment and
facilities checks ensuring a high standard of both is
consistently maintained.
> Take responsibility for termly equipment audits
working with the heads of PE and Games to order and
assemble new equipment.
> Wash and prepare school squad kits
> To assist with the setting up and packing away of
whole school sports events and activities.
> Assisting with sports camps mini bus driving and
sports tours, as required.



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

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

Your application form should be completed in 
full and returned to 
lgoldthorpe@belmontschool.com by Friday 
2nd November 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. 

Should you require any further  
assistance, please contact us via email 
lgoldthorpe@belmontschool.com 
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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




