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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 470 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. 
 
 
 
 
 
 



Job Title: Rowing Co-ordinator 

Accountable to: As a member of the support staff, the Rowing Coordinator is ultimately accountable 
to the Bursar. However, day to day reporting will be to the Head of PE. 

Key Relationships: Bursar, Head of PE, Health & Safety Manager, Assistant Head (Communications 
and Admissions), colleagues involved in rowing duties. 

The role: The Rowing Coordinator will deliver and administer the St Mary’s School rowing programme. 
This role includes coaching responsibilities. S/he will be the day-to-day point of contact between City 
of Cambridge Rowing Club (CCRC) and St Mary’s School. S/he will also be the point of contact for 
British Rowing; s/he will liaise with the school SLT, student athletes and relevant agencies in 
accordance with school policy and Rowing Development Plan.  
 
Background:  The Sixth Formers who have opted to row go out during Games periods during the school 
day (not all are in the afternoon), in the Tuesday Afternoon Activities slot from 3.05 pm and continue 
after school hours and on Saturday mornings. They are coached by teachers who have relevant 
coaching qualifications; the programme has been headed up by Sue Brown who steps down from the 
post at the end of this term. 
 
In 2016, the School established a Junior Rowing programme on weekend mornings. During the 
summer holidays, Junior rowers participated in a very successful scheme run by Cambridge City 
Rowing Club. 
 
 

Key responsibilities 
 

 Developing and promoting Junior Rowing for Years 7 to 11, to raise its profile by aiming to 
increase the activity to a level where St Mary’s students are out on the water three times a 
week 

 Planning and delivering the Sixth Form rowing programme 
 St Mary’s rowers are participating in a variety of Head races 
 Supporting the Development Campaign to fundraise for this expensive sport, including for 

the St Mary’s Boathouse and new boats and blades  
 
General responsibilities 
 
1. Administration  

 Preparation and filing of administrative documents required by the club and school  
 Lead on the recruitment of appropriately qualified coaches and the administration of formal 

training for coaches as necessary. 
 Disseminate and maintain CCRC policies and procedures as required such as safety 

documentation & codes of conduct  
 Maintain the schools risk assessments in conjunction with the Head of PE 
 Liaise with college boat men to organise H&S checks of our equipment and complete any 

necessary paperwork in conjunction with H&S Manager 
 Work towards ‘Club Mark’ and ‘Row Safe’ with both CCRC and SMC to ensure that both clubs 

achieve this standard 
 Ensure that SMC follow the CCRC safety guidelines 



 Oversee H&S responsibilities if City juniors are sharing land training and water sessions with 
St Mary's girls 

 Work with the coaching team to ensure they have a good knowledge of CPiS and that they 
follow the guidance given, particularly regarding ratios 

 In charge of overseeing the St Mary’s rowing budget 
 Administer the St Mary’s entries to rowing events (races and regattas) 

 
2. Communication  

 Develop an effective communication structure between CCRC and SMC  
 Respond to school, CCRC and BR enquiries, systemise the paperwork process and maintain 

records  
 Assist with raising the profile of the SMC rowing scheme within the locality 
 Liaise with CCRC over other sessions St Mary’s students could join including land training 
 Liaise with CCRC regarding social events for juniors in which St Mary’s students might be 

included 
 Proactively manage excellent communications with parents regarding the rowing programme 

and events 
 Work with the Assistant Head, Communications and Admissions as appropriate 

 
3. Operations 

 Assess the suitability of provision when racing and training 
 Ensure that SMC and CCRC have a clear ‘terms of use’ document for rowing that is workable 

and followed 
 Assist Coaches with co-ordination of training programme, venues, administration of race 

entries, documentation of training results  
 Assist with health and safety requirements in accordance with British Rowing’s Row Safe 

guidelines and applicable legislation  
 Oversee maintenance of Club facilities, where appropriate in partnership with the CCRC 
 Assist in delivery of other operational aspects of club programme 

 
4. Fundraising  

 Assist in the development of an alumnae campaign to raise the profile of rowing at St Mary’s 
 Assist the Development Office with the promotion of rowing events 
 Assist the Development Office in the targeting of specific alumnae with a rowing background 

 
 

Person specification  

Qualifications & Experience  

 Level 2 Rowing qualification (including knowledge of British Rowing rules/ regulations)  
 First Aid qualification 
 Mini-Bus driver 
 Successful rowing coaching experience 
 Exemplary safety records in the water  

 



 Someone who understands the ethos of St Mary’s including the 12 characteristics of a Mary 
Ward School and be committed to them 

 Someone who is committed to the value of co–curricular education 
 Proactive and self-motivated approach, with the confidence & initiative to develop this key 

dimension to the school 
 The ability to enthuse others, to convey authority and to command respect 
 A reliable, tolerant and enthusiastic team player with strong inter-personal skills 
 Someone who will be able to get along with others at all levels inside and outside the school 

and enjoy liaising with very different constituencies both in and outside of school 
 Be able to represent the school and work to establish mutually beneficial relationships with 

key partners and stakeholders, including CCRC 
 An excellent communicator, both orally and in writing, along with the ability to give clear 

instruction 
 Good rapport with pupils through being a committed and inspirational instructor 
 Good and demonstrable organisational skills with a good understanding of school logistics 
 An excellent administrator with a flair for creating and using systems and meticulous attention 

to detail 
 Well organised with the ability to work efficiently to deadlines and under pressure and to 

prioritise 
 Flexible approach to working hours 
 A skilled user of ICT (Microsoft Office, Word and Excel, internet and email) 
 Be responsive to requests and feedback 

 
 
Terms and conditions 

This post is part-time, working 15 hours per week term time only. The expectation is to work 4 hours 
each Saturday and Sunday, 2 hours one morning (before School), 2.5 hours to support 6th form rowing 
(likely to be one afternoon) and 2.5 hours on Tuesday afternoons for enrichment. 
 
The post holder will be required to be flexible to work before and after school hours and at weekends 
and ideally with some availability to support timetabled lessons in the school day.  
 

Benefits 

Salary rate will be £27 per hour. 

5 weeks holiday plus bank holidays. As this position is term time only, holidays cannot be taken 
during school term. Instead the equivalent will be added to your salary. 

Contributory pension scheme 

Fee remission (if applicable) 

Cycle to work scheme 

Child care voucher scheme 

 
 

 



Applications 

The closing date for applications is Thursday 12 October 2017 at 10am. Interviews will be held on 
Tuesday 17 October 2017. 

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 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. 
 
 


