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Job Description 
 

Job Title:  House Matron  

Date:  February 2020 

Department:  Domestic Services  

Reports To: Support Manager - Matrons  

Responsible For: Housekeeper and Cleaners 

 

Purpose of the Position: 

To effectively manage the Domestic Standards within each house as specified and assist the 
Housemaster / Housemistress and other residential staff with the pastoral care of the pupils. 

 

Departmental Information 

The Domestic Services Department is essential to the smooth running of the College, ensuring that all 
areas of the College are cleaned and maintained safely and to the highest standard.  
The Department is comprised of Cleaning, Housekeeping, House Matron, Laundry and Logistical 
Services staff members and constantly strives to achieve excellence in its service provision.  

 

Main Tasks and Responsibilities 

LEADERSHIP: 
• To line manage the house domestic team ensuring engagement with all members of the team. 
• To liaise with the Housekeeper in compiling weekend rotas at least half a term in advance to 

ensure all times are covered. 
 
CARE AND WELLBEING: 

• To provide the highest quality pastoral care to the pupils whilst on duty. Matrons are the people 
on duty during the school day who assist other house staff in providing a safe, nurturing 
environment to encourage independent living. 

• To assist all College staff in ensuring pupils are smart in their appearance complying with the 
College uniform guidelines. 
 
HOUSEKEEPING: 

• To ensure pupils laundry and bed linen is assembled for collection and sorted upon its return. 
• To ensure that any laundry carried out in house is fully serviced and operating effectively. 
• To ensure all house and pupil articles of clothing are clearly marked or labelled. 
• To repair, as necessary, pupil clothing or to liaise with College seamstress. 
• To retain records of all items sent to the laundry and for external dry cleaning 
• To replenish cleaning material and equipment stock under the guidance of the Domestic Services 

Department.  
•  

ADMINISTRATION: 
• To support the HM with house administration. Tasks delegated are through mutual discussion 

between the HM and Matron and overseen by the Deputy Head (Pastoral & Wellbeing) and 

Support Manager - Matrons. 

• To complete the following domestic administrative audits and file in the purple files – cleaning 
audits, fridge temperature monitoring charts, window restrictor sheets, electrical checks. 

• To complete all overtime / time sheets efficiently and correctly, submitting to the Domestic 
Services Support Manager.  
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HEALTH AND SAFETY: 
• To monitor fire detection and firefighting equipment and report faults as a matter of urgency. To 

have completed fire training and have a basic knowledge of the use of firefighting equipment. 
• To monitor house access for college visitors including contractors to the site and ensure that the 

house signing in and out books are maintained effectively. 
• To support and provide basic training to staff within the boarding house on matters of health and 

safety. Fire prevention, evacuation, their daily tasks and cleaning specifications as appropriate. 
 
COMMUNICATION: 

• To maintain open communication with the Housemaster/Housemistress (HM), through regular 
meetings, daily handovers and the use of One Note. 

• To hold daily huddles and weekly meetings with the house housekeeping team.  

• To attend house team meetings (Thursday break) 
• To liaise with parents, where appropriate (this may be by email or phone call) 

 
IT: 

• To be competent with the College ICT system, sending and receiving e-mails and to ensure any 
maintenance works requested are recorded on the College Collegiate System. 

• To input information on to and be proficient with ISAMS, the College’s academic database. 
 

HEALTH AND WELLBEING: 
• To undertake any reasonable request from the HM which might be specific to that particular 

house which pertains directly to the well-being of the students in that house. It is not expected 
that the Matron carries out personal tasks and errands for the HM.  

• To issue non-prescriptive drugs (and prescribed / controlled drugs where authorised) and refer 
pupils to the Health Centre when required. 

• To ensure that all drugs kept in the house medical cabinet are in date and accounted for weekly. 
• Ensure that approved first aid equipment is available for house staff and to administer basic first 

aid as required. 
• To liaise effectively with the College Health Centre with regards all medical and health related 

issues. 
 
TRAINING: 

• To attend any training courses as identified by the Domestic Services Department or by the 
Deputy Head (Pastoral & Wellbeing) / HM. 

• A full induction will be implemented for all Matrons; this will be overseen by the Domestic 
Services Department but will include all necessary pastoral details (which will be undertaken by 
the HM). 

• Undertake any other duties as reasonably required 
 

Wellington College is a seven day-a-week boarding school and as such it is expected that Matrons 

attend, as required, College events such as Speech Day and Open Houses morning and house 

social events, such as the Summer BBQ, outside of normal working hours. 
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Person Specification 

Education Attainment 
• General Secondary Education (English and Maths Essential) 
• Well-developed English language skills 
 

Knowledge and Experience 

Essential Desirable 

• Knowledge of cleaning and domestic 
practices within educational environment 

• Awareness of safeguarding requirements 
and good practice within an educational 
setting. 

• Experience of working with adolescent 
children within education establishment 

• Good numeracy and competent computer 
skills 

• Full valid driving licence 

• Experience of using iSams 
• Experience with Food Allergies, Special Diets 

and Labelling 
• EduCare – An induction to boarding 
• Experience of working within a boarding school 

environment 
• COSHH procedures in an educational setting 
• Food Hygiene Certificate 
• Basic First Aid Certificate 

 
 

Skills and Personal Qualities 
• Excellent communication skills to enable effective dialogue with colleagues, staff, visitors and pupils 
• Organised and self-motivated,  
• Able to perform well and remain professional whilst under pressure 
• Dedicated team-player, who strives for excellence and leads by example 
• Competent at engaging other members of the team to work together to a common goal 
• Tactful and discreet, whilst mindful of observing Safeguarding and professional standards 
• Displays a smart and professional appearance, representing the College in a positive manner 
• Reliable and stable 
• Well-developed problem-solving skills 
• Enthusiastic, with an eagerness to learn new skills and a commitment to personal continuous 

professional development 
• High level of accuracy and attention to detail 
• Self-motivated and able to work alone without direction 
• Adaptable and flexible with working patterns when required 
• Committed to contributing towards the College community 
• Practical and constructional  
• Reasonable physical fitness  

 
Essential Values, Behaviours and Attitudes 
All employees are expected to actively promote and demonstrate the five core values of the College: 
• Kindness 
• Integrity 
• Respect 
• Responsibility 
• Courage 
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In addition, the College expects all staff to show ambition and display curiosity both personally and 
professionally. 

 
The College reserves the right to vary or amend the duties and responsibilities of the post holder at any 
time according to the needs of the College’s business. 
 
In exceptional circumstances, the Post holder will be required to undertake other duties and 
responsibilities of a similar post in order to support workload peaks, skill shortages, to ensure priorities 
are met.  This will be sensitive to available resources and individual skills and will be generally in the same 
area. 
 
The College is committed to safeguarding and promoting the welfare of children and young people and 
expects all staff and volunteers to share this commitment. 
 
All employees are required to ensure that all duties and responsibilities are discharged in accordance with 
the Colleges’ Statement of General Policy.  They should take reasonable care for their own Health and 
Safety and that of others who may be affected by what they do or do not do.  Staff should correctly use 
work items provided by the College, including personal protective equipment in accordance with training and 
instruction. 


