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St Mary’s School 

Cambridge 

 

Receptionist 

 

Job Description 

 
 

St Mary’s School, Cambridge is an independent day and boarding school for girls aged 4 to 18. 

 

Situated in the heart of the academically and culturally vibrant city of Cambridge, the School offers a 

safe and secure learning environment for girls. A Christian school in the Catholic tradition and 

founded on the principles of Mary Ward, we have a unique approach to education and an 

atmosphere which fosters a love of life and learning, while growing the academic talents and 

spiritual wellbeing of each individual girl, from within. 

 

At St Mary’s School, Cambridge, we don’t offer a one-size-fits-all education; we provide renowned 

pastoral care, understanding and individual support that encourages girls to look beyond 

themselves, so that they enter adulthood aspiring to be more and to give more, not just to have 

more. 

 

There are 170 girls in our Junior School and 450 girls in our Senior School. A fifth of the girls at the 

school are boarders. Reflecting the cosmopolitan community of Cambridge, 14% of students at the 

school are from overseas, from 34 countries.  Building on our 400 year tradition, St Mary’s School, 

Cambridge belongs to an active international network of over 200 Mary Ward schools worldwide, 

presenting many exciting and innovative opportunities for its students.  

 

There has been major investment in new facilities at the school over the past five years: a new Junior 

School; a new Sixth Form Centre; new provision of Art & Photography; the creation of our Science 

Hub and this year our new boarding facility, Mary Ward House. Longer term major projects are for 

the investment in sport both regarding our playing fields and development of a boat house with one 

of the city rowing clubs. 

 

Cambridge is an outstanding place to live and work. As a University centre, the city has the cultural 

advantages of a much larger settlement but with a population of just 128,000 it is a safe, clean and 

attractive location. The city with has an international reputation owing to its world ranking 

University with which the school has multiple and growing links. As the heart of Silicon Fen, the 

school benefits from the digital and enterprise communities in the various high tech science parks 

and enterprise hubs. Addenbrookes is a key teaching hospital and again the school has excellent 

links. We are within easy travelling distance of London (50 minutes by train) and 30 minutes from 

Stansted Airport.  

Above all, St Mary’s School, Cambridge is a very happy place. We have an excellent local reputation 

for being very friendly and nurturing and yet ambitious for the young women in our care enabling 

strong progress to next steps at university, the world of work or a GAP year. The staff are 

exceptionally dedicated and a very close knit community and our girls are genuinely delightful. 
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Job Title: School Secretary  

 

Accountable to: Head of Juniors 

 

Job Summary: This is a responsible post which offers the opportunity for involvement at 

the heart of the school. The School Secretary will undertake a wide range of 

administrative and secretarial work for the Head and teaching staff, in 

addition to dealing with telephone enquiries and visitors to the school. The 

workload in the school office is both varied and fast moving requiring high 

levels of tact, discretion, initiative, personal organisation and great flexibility 

along with confidentiality. This is a forward facing role with the School 

Secretary acting as the first point of contact, supporting the Head as an 

ambassador of the School. 

 

 

 

Key Responsibilities: 

 

• Provide a warm and professional welcome to all visitors coming into the Junior School. 

• Manage all incoming communication to the School Office (emails, telephone calls and face to 

face enquiries). Answer queries where possible and pass timely messages on to the appropriate 

members of staff.  

• Check the daily registers and follow up missing information. Record all absentees and late 

arrivals. 

• Open, distribute and deal with post and deliveries. 

• Send letters, emails, newsletters and other mailings to parents using the school’s electronic Post 

system (training will be provided), occasionally distributing hard copies. 

• Assist with pupil welfare matters, including contacting parents. 

• Maintain clerical and computerised records of pupils (iSAMS database) and keep Form Lists 

updated. 

• Deal with the administration of school trips, events and sports matches, including collecting 

permission slips and payments, and issuing tickets and programs etc.  

• Order books, stationery and equipment.  

• Prepare certificates and other such presentation materials. 

• Ensure all invoices are signed, and incoming cheques and cash counted, and passed to the 

Accounts department for payment or banking.   

• Administer the After-School Clubs system: send out club lists to parents, compile attendance 

registers and record monthly data onto spreadsheets for the Accounts department.  

• Assist the Admissions team and the Head of Juniors PA with arranging visits to the school for 

prospective parents.  

• Take notes at the weekly staff meeting and at other meetings if required. 

• Provide, as required, a secretarial service to other members of the school staff.  

• Deputise for the Head of Juniors PA if required. 

• Administer the set-up and distribution of School Reports.  

• Book courses for staff and arrange travel and accommodation for staff whilst on school business. 

Keep the staff CPD record updated. 

• Help prepare for and attend Open Mornings and other school events. Some of these take place 

on Saturdays. 
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• Co-ordinate arrangements for staff appointments in conjunction with the HR department and in 

accordance with recruitment procedures and checks.    

• Maintain an archive system for the school office.  

• Keep the Junior School office and entrance hall neat and tidy at all times 

• Administer First Aid to children as required. Training will be provided. 

• Liaise, with tact and diplomacy, with other school staff and others outside the school, 

particularly parents and the local community.  

• Produce statistical returns as required. 

• Be fully committed to the ongoing success of St Mary’s Junior School.  

• Undertake any other duties that may be reasonably requested of the post-holder, as 

directed by the Head of Juniors, Deputy Head or Assistant Head. 

 

In addition to the above duties, the School Secretary is a member of the wider academic support 

staff and is thus expected to be a team player who will assist other administrative staff during busy 

periods.  

 

 

Person Specification 

 

 

 
ESSENTIAL DESIRABLE 

EDUCATION / 

QUALIFICATIONS 

• Minimum 5 GCSE passes • A Levels ideally in a 

subject areas which will 

support excellent 

communication skills 

 

KNOWLEDGE & 

EXPERIENCE 

• Significant experience of working in 

an office 

• Proficient in the use of MS Office, 

in particular Outlook, Word and 

Excel. 

• Experience of database use 

• Fast and accurate typing 

• Well-developed written 

communication skills, with high 

standards of literacy and numeracy 

together with excellent spelling and 

grammar 

• Knowledge and 

understanding of how 

independent boarding 

and day schools 

operate 

• Experience of working   

in a school 

 

 

SKILLS & 

ABILITIES 

• Understanding the needs of young 

children 

• Proven organisational skills, 

capable of multitasking, prioritising 

and working to deadlines 

• The ability to handle multiple 

inputs and interruptions and to 

remain calm and effective 

• The ability to handle confidential 

and sensitive information with tact 
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Terms and Conditions 

 

This post is full time working 40 hours per week, term time only plus 5 weeks. Normal working hours 

are 8.15am to 4.45pm Monday – Thursday and 8.00am – 4.30pm on Friday with a 30 minute unpaid 

lunch break. The salary will be £18,246 - £20,600 (£20,800 - £23,483 FTE) dependent on experience 

and qualifications.  

 

Benefits 

 

• 25 days holiday plus Bank Holidays. For this term time only position, holidays cannot be taken 

during school term. Instead the equivalent will be added to your salary. 

• Contributory pension scheme 

• Fee remission of 33% for staff (pro rata for part-time staff) with a daughter at the School. This is 

in accordance with the School’s policy which may be subject to change 

• Free school lunch 

• Cycle to work scheme 

• Child care voucher scheme 

 

 

 

 

 

 

 

and discretion 

• The ability to establish good 

working relationships 

• Excellent interpersonal skills and 

the ability to communicate in a 

friendly and professional manner  

with parents, prospective parents 

and other visitors 

• Positive and professional telephone 

manner 

• Effective problem solving skills and 

uses their own initiative  

• Able to work independently with 

initiative but also as a flexible team 

player 

• Flexibility and willingness to adapt 

to changing job requirements 

PERSONAL 

QUALITIES 

•  Professional 

• Conscientious 

• Dedicated and reliable 

• Calm under pressure  

• ‘Can do’ attitude with a sense of 

humour 
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How to apply 

 

If you wish to apply, please contact hr@stmaryscambridge.co.uk. The Application and Equal 

Opportunities forms can also be downloaded from our website along with the Safeguarding (Child 

Protection) Policy. Completed applications should be sent to HR: 

 

By email  hr@stmaryscambridge.co.uk or 

By post HR Department, St Mary’s School, Bateman Street, Cambridge CB2 ILY. 

Applications should arrive no later than 2pm on Tuesday 2 May 2017; interviews will be held soon 

after. 

 

We are all members of one community and must therefore endeavour, at all times, to maintain 

positive working relationships with all colleagues, treating others with the same level of 

professionalism, respect and politeness that we would wish for ourselves. In addition, you are 

required to work in pursuit of our core aim, which is to ensure every student’s aspirations, 

capabilities, interests and talents are recognised, nurtured and celebrated. We pride ourselves on 

our academic standards, extra-curricular provision and pastoral care. Your performance in this 

regard will be judged by your outcomes relating to work, attitudes and professional behaviours. 

 

You are required not to undermine fundamental British values, including democracy, the rule of law, 

individual liberty and mutual respect, and tolerance of those with different faiths and beliefs. 

 

The school is committed to safeguarding and protecting the welfare of children and young people 

and expects all staff and volunteers to share this commitment. The five outcomes of the Every Child 

Matters Agenda are central to the way you carry out your responsibilities – these are developing 

students’ awareness of:  

 

• Be healthy 

• Staying safe 

• Enjoying and achieving 

• Making a positive contribution 

• Economic well-being 

 

 

Child Welfare and Child Protection Issues 

 

The interview for this post will include exploring issues relating to safeguarding and promoting the 

welfare of children including: 

 

• Motivation to work with children and young people. 

• Ability to form and maintain appropriate relationships with children and young people. 

• Emotional resilience in working with challenging behaviours. 

• Attitudes to the use of authority and maintaining discipline. 

 

Any relevant issues arising from the take up of references will be discussed at interview. 

 

The school is an equal opportunities employer.  We are committed to safeguarding and promoting 

the welfare of children and young people and expect all staff and volunteers to share this 

commitment.  Successful applicants are subject to an Enhanced Disclosure and Barring Check. 

 

 

 

 


