
 
 
  
 

 
 

 

Herne Hill School, The Old Vicarage, 127 Herne Hill, London SE24 9LY   

T 020 7274 6336   E enquiries@hernehillschool.co.uk 

Registrar & School PA vacancy 
Job description and person specification  
Required from April or May 2019 

 

 
Summary 
 
This position offers an exciting full-time opportunity for a friendly, positive, enthusiastic 

and highly organised communicator with strong clerical and IT skills who enjoys working 

as part of a team in a happy, supportive atmosphere.  

  

 

School background 
 

Herne Hill School is a well-established co-ed independent pre-school and pre-

preparatory school in South London. Since its foundation, it has had only one purpose: 

providing young children with the best possible start for a successful and balanced 

academic life.  

 

There are about 300 pupils on roll, split into a Kindergarten for children turning three 

years old during the academic year and then three forms each in Pre-Reception, 

Reception, Year 1 and Year 2. At 7+, they move on to a number of local independent and 

state schools.  

 

There are approximately 55 staff members (about 20 teachers and peripatetic instructors, 

30 teaching assistants and five support staff), who are overseen by the 

Director/proprietor, Dominik Magyar, and the Headteacher, Ngaire Telford. Everyone 

works towards fulfilling our common purpose: 
 

“At Herne Hill School, we prepare young children for life … 

by providing the finest individual education … 

… based on a bedrock of love and care.” 

 

Our common purpose and the school’s ethos of “love ∙ care ∙ excellence” encapsulate our 

commitment to excellence and our belief that love and care are prerequisites for a top 

quality education. The school’s atmosphere lives this philosophy. It is a caring, friendly, 

fun and supportive place conducive to optimal learning and development. 

 

Our website provides a good overview of our values, approach to teaching and learning 

and modus operandi. 
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The vacancy 
 

The vacancy has arisen because Louisa Freeman, our current Registrar and School PA, 

is moving out of London with her family. Louisa has shared the School PA role for the 

past couple of years with Sue Fisher, who has been with the school working in the office 

since 2011. Also based in the office and working effectively as part of “The Office” team 

is Anne Thompson, the Bursar, who has been with the School since 2003. She handles 

all the accounting for the School. In parallel to recruiting for this position, we are also 

seeking to employ a part-time bookkeeper and office administrator who would start at 

around the same time. This is a new position to support Anne and free up some of her 

time to help oversee the School’s admissions processes. 

 

The Registrar and School PA’s position is full-time, with preferred working hours of 8am 

to 5pm during term-time. It comes with about eight weeks of holidays, to be taken during 

the school holidays, with some flexibility depending on the holiday plans of all team 

members. We pay competitive salaries, based on the candidate’s qualifications and 

experience. The probationary period is one year. 

 
 

Job description 
 

The job consists of multi-faceted roles contributing to the smooth running of the School, 

including being one of “the faces of the school” to parents and prospective parents (over 

the phone, in person or through written communication), handling school admissions and 

records and performing secretarial tasks, purchasing, etc.   

 

The following list of main duties and responsibilities is meant to be illustrative and not 

exhaustive. It summarises the main professional duties the Registrar and School PA is 

required to perform, under the direction of senior staff members, including the Director, 

the Head, the Bursar and other senior teachers, in close collaboration and typically on a 

cross-trained basis with the other office staff: 

 

Admissions and record keeping 
 

 To handle all aspects of admissions including enquiries of prospective parents, 
registrations, offers, etc., liaising as appropriate with the Director, Head and Bursar 
 

 To maintain the relevant waitlists and records of prospective and current pupils 
 

 To track and analyse enquiries, admissions and early leavers data 
 

 To manage the school’s information database system (currently SchoolBase)  
 

 To help manage the admissions and attendance of the school’s wrap-around care 
(breakfast club, after school care and after school activity clubs) 
 

 To lead the organisation of recruiting and other events such as open morning, parent 
information sessions, assessment visits, curriculum evenings, etc. and run tours for 
prospective parents 
 

 To provide clerical support for the Bursar  
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School PA 
 

 To provide Personal Assistant services to the Head, the Director and other senior staff 
members as required, such as writing letters, arranging meetings, liaising with other 
schools, etc.  
 

 To provide office support to the teaching staff such as making transport and other 
arrangements for school outings and visits; typing letters, parental consent forms and 
other documents; ordering supplies; etc.  
 

 To keep organised files of important documents, both hard copies and electronically 
on the school’s server as appropriate 
 

 To perform receptionist and general office duties such as door opening, telephone 
answering, passing on messages, photocopying, distributing mail and newsletters, etc.  
 

 To support the parent association “Friends of Herne Hill School” (“FHHS”, “The 
Friends”) as appropriate 
 

 To write and email out to parents the weekly newsletter 
 

 To update the website as required 

 

General administration and other duties 
 

 To purchase office and school consumables as appropriate 
 

 To contribute to harmonious working relationships and act whenever possible as a 
“bridge” between Senior Management, staff and parents 
 

 To help maintain good order and discipline among the pupils and safeguarding their 
health and safety both when they are on the School premises and when they are 
engaged in authorised school activities elsewhere 
 

 To participate in meetings at the School which relate to the curriculum for the School 
or the administration or organisation of the School, including pastoral arrangements 
 

 To follow and enforce at all times the School’s policies  
 

 To participate in any arrangements for the appraisal of her/his performance and that of 
other staff 
 

 To participate in the appropriate training sessions and meetings, as required 
 

 To promote the school to parents, partners and local community as appropriate 

 

Potentially: A lead role in managing health and safety at the School 
 

 Depending on the candidate’s experience and interests, as well as on the re-allocation 
of roles and responsibilities within the office team, the successful candidate could also 
assume the role of Safety Representative and Fire Safety Coordinator 
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Person specification 
 
Whilst we can imagine a range of applicant profiles, work experiences and 

education/qualifications which could successfully fill this position, our “ideal” candidate 

will likely meet the majority of our requirements in terms of personality and skills: 
 

 Have a positive, happy, friendly and outgoing demeanour  
 

 Share our commitment to excellence, high standards and expectations  
 

 Be organised and efficient, with an ability to prioritise, multi task and work under 
pressure 
 

 Have excellent interpersonal and communication skills with adults and children (written 
and verbal)   
 

 Be a constructive team player 
 

 Possess strong IT skills 

 Word processing and spreadsheet skills (Word and Excel) are essential 

 In addition, experience with the following would be highly welcome: Website 
editing (Wordpress), Microsoft Office 365 (Outlook, Calendar, One Drive, 
Powerpoint, etc.), DocuSign, Sage and management information 
systems/databases (SchoolBase) 

   

 Have initiative, drive, energy and enthusiasm 
 

 Be flexible, adaptive, creative and innovative 
 

 Be confidential and discreet 
 

 

Herne Hill School is committed to safeguarding and promoting the welfare of children and 

expects all staff and volunteers to share this commitment. The successful candidate will 

be required to have an enhanced DBS disclosure before sh/e commences employment. 

 
 

How to apply 
 
Please download the application form from this webpage and open it using Adobe to 

avoid potential file saving issues. Once completed, email it to 

vacancies@hernehillschool.co.uk. The closing date is end of day Sunday 24 February 

2019. Early applications are welcome and will be processed as received. 

 
We are looking forward to hearing from you! 

 

 

 


