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About Glendower
Glendower Preparatory School, is an 
all-girls school, situated in superb 
surroundings in the heart of South 
Kensington, close to neighbouring 
Museums and historic landmarks. 
As a charitable trust, Glendower is 
run independently and all profits are 
directed back into the school, making 
it a richly resourced educational 
environment and highly rewarding 
school to work in. The school educates 
over 250 girls from Nursery to Year 6, 
with each year group running a two-
form entry. 

Record of Success
Academic results are excellent, due 
to the focus on highly specialist and 
individualised teaching and our girls go 
on to obtain places in the top academic 
day and boarding schools.  Places at 
Glendower Prep are gained following 
an entry assessment held each January; 
there are waiting lists operating in all 
age groups across the school as places 
are oversubscribed.

The GlendowerApproach
Founded in 1895, Glendower is a 
traditional, yet forward-thinking 
school with a strong community 
ethos. Glendower has a rich history 
of success and is very proud of its 
reputation as one of the leading Prep 
schools in the country. Due to its 
incomparable location in the heart 
of South Kensington, Glendower has 
access to some of the best facilities in 
the UK, where daily Drama, PE and 
Extra-curricular clubs take place. These 
facilities enable every girl to flourish 
and unleash their talents in all aspects of 
school life.

The Vacancy
We are seeking an enthusiastic, 
professional and organised Receptionist/
Office Administrator to take a leading 
role in the running of the school office, 
and the front Reception desk. The 
successful candidate will be the first 
point of contact with the school and as 
such will display the highest standards of 
service, care and attention to detail. 

Starting in January 2023, this is a term-
time role, working Monday to Friday 
7.45am - 5.00pm, with additional days 



Receptionist/Office Administrator Receptionist/Office Administrator

for Inset and within the school holidays 
(specified below).

Main Duties
• General duties required by the 

Headmistress, SLT, Office Manager 
and senior leaders 

• Administrative tasks for teachers on 
an ad hoc basis 

• Acting as the first point of contact 
for all visitors, demonstrating 
warmth and understanding  

• Checking security and safeguarding 
arrangements for all visitors 

• Carrying out visitor checks, staff/
pupil sign-in/out  

• Keeping the reception area neat and 
tidy on a daily basis  

• Acting as main phone contact for the 
school and calling/emailing parents 
when necessary 

• Office Email Management 
• Daily Pupil Registration and 

maintaining attendance records 
• Providing first aid for pupils and 

staff 
• Bus/coach bookings on a termly 

basis as well as liaising with coach 
companies on an ad hoc basis to 
cancel/arrange additional coaches as 
required 

• Curriculum Offsite venue bookings 
on a termly basis 

• Petty Cash management under 

Bursary direction 
• Daily Club Leader sign in and 

register assistance 
• Drawing up weekly list of birthdays 

for Headmistress and addressing 
envelopes 

• Updating annual Christmas Card list 
for headmistress 

• Keeping a record of cups, collecting 
cups for annual prize-giving and 
organising engraving 

• Updating pupil iSAMS records with 
going home information in EYFS 
and Parent contact information  

• Supervising the school’s stationery 
requirements  

• Making Tanoy announcements as 
required  

• Special Events eg Nasal Flu Vaccine 
co-ordination 

• Delivery co-ordination and 
distribution 

• Fire Drill Register 

Other Duties

• Handling confidential information 
sensitively 

• Providing support for staff by 
arranging meetings, sending and 
relaying messages to and from 
parents etc. 

• Entering accidents into iSAMS 
(school management system) 

• Dealing with general enquiries and 
deliveries 

• Posting letters/ going to the post 
office  

• Attending various functions 
throughout school year out of office 
hours, approximately three - five a 
year  

• Providing assistance to the Parent 
Teacher’ Association (GPTA) as and 
when necessary, on an ad hoc basis 

• Being willing to be a team player at 
all times 

• Supporting other members of office 
staff during exceptionally busy 
periods and occasionally picking up 
some of their responsibilities 

• Working alone or on skeleton staff in 
the office/school during holidays 

• Assisting with pupil supervision on 
an ad hoc basis 

• Doing any other duties as requested 
by the Headmistress or SLT 

Person Specification

We are looking for an enthusiastic 
person with charm, wit and who is 
calm under pressure. They should be 
a team player who enjoys a mix of 
routine and ad hoc tasks. The successful 
applicant will be positive, responsive, 
have a flexible attitude to work and be 
able to communicate easily with
colleagues and parents. Honesty, 
integrity and confidentiality are 
essential qualities for the role. 
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School Aims
Since 1895, Glendower has been laying 
the foundations for its pupils’ futures. 
Children have one opportunity for an 
education which will form the basis of 
their lives and, at the same time, one 
childhood; Glendower aims to keep a 
happy balance between the two. 

During their time with us, we instil 
the ‘Six R’s’ in every student, resulting 
in confident, happy, engaging, mature, 
considerate and thoughtful young 
adults who are outward looking global 
citizens.

Responsibility
Students are responsible for their words 
and actions, and any consequences 
these may have.

Resilience
Students learn from their mistakes and 
persevere when they find tasks difficult.

Relationships
Students are flexible and prepared to 
work and play with others. They can 
recognise when others are upset and 
make them feel better.

Readiness
Students take ownership of their 
learning, from belongings and 
homework, to listening and responding 
to instructions.

Resourcefulness
Students can use their imagination and 
think creatively.

Reflection
Students respond to teacher’s comments 
to help learn and improve, whilst 
providing thoughtful feedback to 
others.

Experience/Knowledge

Essential:
• Strong customer care skills and 

focus;
• Approachability and willingness to 

help (solution orientated);
• A discreet and diplomatic nature 

with respect for confidentiality at all 
times;

• Confident and calm in handling 
questions and queries;

• Able to work comfortably with 
repeated interruptions and 
unexpected request;

• Able to produce accurate work and 
actively checks output;

• Works flexibly, able to prioritise and 
multi-task to meet deadlines in a 
busy environment;

• Able to use initiative, work as part of 
a team, happy to receive and accept 
direction/delegation;

• A good verbal and written command 
of the English language (including 
spelling and grammar);

• Advanced MS Office skills (Word, 
Excel, OneDrive, Outlook)

Desirable:
• Previous experience of working in an 

Independent School;
• Qualified First Aider;
• Knowledge of ISAMS
• Familiar with office equipment 

(phone systems, copiers, franking 
machines);

• Familiar with ordering office/adhoc 

supplies and stock control.

Personal Attributes:

The successful candidate will need to 
demonstrate that he/she is:
• Able to work well in a team;
• Approachable, friendly, helpful and 

able to find solutions;
• Motivated and a self-starter;
• Organised and methodical;
• Possesses excellent communication 

skills;
• Able to confidently handle customer 

queries and challenges.

Equal Opportunities and 
Commitment

Commitment to equality of 
opportunities for all, regardless of 
gender, disability, religion, and ethnic 
origin
• Demonstrate a commitment to, and 

awareness of, issues relating to:
• safeguarding and child protection 
• equalities
• promoting the school’s vision, values 

and ethos
• high quality, stimulating learning 

environment
• relating positively to, and showing 

respect for, all members of the school 
and wider community

• ongoing relevant professional self-
development
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The Application Process
Please complete a Glendower 
Application Form and return 
it alongside a covering letter 
addressed to the Headmistress.

Applications should be emailed 
to pennickl@glendowerprep.org. 
This role is open with an ongoing 
application deadline.

Successful candidates will be contacted to 
attend an interview on a rolling basis.

If you would like to discuss the role in more 
detail, or have any specific questions, please 
email the email above. 

Hours of work:  Monday to Friday, 7.45am 
– 5.00 pm, term-time, all  INSET days , first 
two weeks of the summer holiday, plus 5 
additional days during school holidays as 
agreed with the Headmistress and Office 
Manager.  

The school is committed to safeguarding 
and promoting the welfare and safety of 
children and young people and expects all 
staff to share in this commitment. We follow 
safe recruitment and equal opportunities 
practices, and all successful applicants will 
be subject to an enhanced DBS check. 

GLENDOWER PREPARATORY SCHOOL
86/87 QUEENS GATE

LONDON
SW7 5JX

020 7370 1927

office@glendowerprep.org

www.glendowerprep.org


