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Job Description 

Pre-Prep Secretary 

 

 

 

WELCOME TO TWYFORD SCHOOL 

 

Twyford School is a successful co-educational, independent day and boarding prep school for 430+ pupils aged 

two to thirteen. Situated in the village of Twyford, near Winchester, the School is set within a truly enviable 

position of 30 acres of mature grounds, with a beautiful Queen Anne country house as its centrepiece. 

Surrounded by stunning Hampshire countryside, the School prides itself on being one of the oldest prep schools 

in the country. 

Our role is to give each child the most complete education – academic, cultural, emotional, physical – so that 

they, each and every one, can have the best start at living their best life, for themselves and for others.   It is as 

simple as that.   It’s all here – Twyford. The Complete Education. 
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WORKING AT TWYFORD SCHOOL 

Twyford employs 120 staff (a mix of full-time, part-

time, term-time only and term-time (+) only) and 

engages a number of self-employed peripatetic 

visiting music teachers.   

The success of the School and wellbeing of staff lies 

largely down to cooperation, trust and respect both 

between peers and the management team. Regular 

meetings and a newly launched appraisal system 

help to build a culture that is supportive and  

nurturing. Your colleagues will be supportive, 

friendly and welcoming and every day will bring new 

challenges and adventures. 

Lunch (during term-time) and tea/coffee and 

biscuits are provided free of charge, and we have 

access to an Employee Assistance Programme 

covering financial, mental and physical wellbeing. 

Additionally, we have death in service and income 

protection insurance as standard. 

During the school holidays the site remains a busy 

environment with the letting of the site to 

residential schools and holiday camps. 

For more information about the School, please visit 

our website www.twyfordschool.com 

 

ABOUT THE ROLE 

Twyford is looking to appoint a Pre-Prep Secretary.    

The postholder must be able to work in a busy environment, satisfying often conflicting requirements in a quiet, 

efficient and methodical way. You must have a high degree of personal integrity, and the ability to form effective 

working relationships with people at all levels of the School. A commitment to producing first class results at all 

times is a pre-requisite. 

The post holder will be ensuring all contact with children promotes happy, safe and well-cared for children, 

whilst providing high quality administrative support to the Head of Pre-Prep to ensure the smooth running of 

the department, helping to promote the School and its aims and values to prospective and current parents and 

guardians in a professional, friendly manner. 

Whilst direct experience of a similar role will be helpful, we are equally keen to hear from applicants who have 

the right skill set and are looking for a new challenge.  Trustworthiness and reliability are essential, along with 

the ability to deal with sensitive and confidential information in a totally discrete manner complying with School 

policies as set out in the Staff Handbook. 

http://www.twyfordschool.com/
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Working Days:  The Pre-Prep Secretary will be a member of the operational staff at Twyford.  It is a 39-week a 

year appointment, working Monday to Friday during the 34 weeks of term and attending 5 inset days a year 

along with working an additional 20 days during the School holidays (days and times to be agreed with the Head 

of Pre-Prep). 

Hours:  The normal hours of work are 37.5 per week from 8.00am to 4.15pm Monday to Friday with a 45-minute 

unpaid lunch break.   

Line Manager: The Pre-Prep Secretary reports to the Head of Pre-Prep. 

Holidays:  28 days per annum deemed to be taken during non-working periods in the School holidays 

Salary: Commensurate with experience. 

Pension:  The successful candidate will be auto-enrolled into the school’s workplace pension scheme.     

Staff fee remission: Staff fee remission will be offered to the children of the successful candidate, following 

successful completion of the probationary period, subject to the School’s usual admission criteria being met.  

Full details are available upon request. 

Parking:  Parking is provided onsite. 

 

RESPONSIBILITIES 

The key areas of responsibility are set out below.  This list is not intended to be exhaustive, but it does highlight 

the breadth of the role and the major tasks the post-holder may be reasonably expected to undertake. 

Administrative Duties 

Undertake a range of administrative tasks in support of the Head of Pre-Prep and the department, including, 

but not limited to: 

• Provide a professional and friendly welcome to all visitors including current and prospective parents 
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• Word processing a variety of documents such as letters, e-mails, policies, meeting minutes, 
newsletters and lists to a high level of accuracy 

• Creating and maintaining Excel Spreadsheets that support the operational aspects of the department 

• Collecting, sorting and distributing internal and external post for Pre-Prep 

• Monitoring incoming e-mails, distributing or responding as necessary 

• Updating and interrogating IT systems including ISAMs and Evolve 

• Preparing and photocopying documents as required 

• Fulfilling administrative tasks and communication regarding holiday clubs and after school activities 

• Updating and liaising with the Finance department with a range of information pertaining to orders, 
budgets and pupil invoices 

• Monitoring stock levels and placing orders for equipment and resources within term time and if 
necessary, during school holidays 

• Preparing and maintaining a range of files including those for new entrants, current pupils, medical 
records and resources 

• Answering and making telephone calls as required, recording details in written format as necessary 

• Maintaining accurately, the Pre-Prep diary and calendar 

• As required, showing visitors around the Pre-Prep, providing a positive experience that reflects the 
ethos of the school 

• Helping to arrange supply cover when required 

• Liaise with the Registrar to arrange settling in sessions for new Nursery pupils 

• Update the Nursery session sheet and inform the Finance Department when parents 
increase/decrease Nursery sessions 

• To ensure correspondence, calls and e-mails are handled during the school holidays in accordance 
with contracted hours. 

Pastoral care 

• Helping to provide outstanding pastoral care for children throughout the school 

• Liaising with the parents each morning and after school regarding medicines and sickness, ensuring 
the correct procedures and protocol are followed and all the correct forms are completed accurately 

• Ensuring the registers are updated onto the IT systems and any issues arising are raised with the Head 
of Pre-Prep 

• Providing First Aid as required to children, staff and visitors who fall sick or have suffered an accident, 
maintaining accurate up-to-date medical records  

• To ensure children are safely logged-off site when leaving during the School day for appointments. 

General duties 

• To build strong positive working relationships with all department within the school including other 
administrative teams, the Prep School and maintenance staff and the cleaning and catering teams, 
liaising with them as necessary 

• Playing a full and active part in the life of the School, including attending occasional evening and 
weekend events as they arise. 
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ALL STAFF ARE EXPECTED TO: 

• Follow the School’s safeguarding policy and procedures and to ensure the wellbeing of all pupils is 
their highest priority 

• Comply with the School’s Health & Safety Policy 

• Contribute to the day-to-day running of the School and follow its policies and procedures, having 
due regard for the Health and Safety of self and others 

• Demonstrate a commitment to improving and developing the organisation’s processes and 
facilities 

• Treat each pupil and each other as an individual with courtesy and respect 

• Take part in relevant training programmes identified by the School 

• Carry out any other reasonable duties as requested by the Headmaster, Head of Pre-Prep or 
Bursar. 

HOW TO APPLY 

We hope, having read the brochure and researched our School, that you will now be ready to apply. Application 

forms can be found on our website, or requested from, and sent back to:   

Twyford School, High Street, Twyford, SO2 1NW 

Phone: 01962 670734 

Email: hr@twyfordschool.com 

Applicants must be willing to undergo pre-employment safer recruitment checks in accordance with the 

Department for Education’s Guidance on Keeping Children Safe in Education. Twyford School is committed to 

safeguarding and promoting the welfare of children and young people and expects all staff, contractors, 

Governors and volunteers to share this commitment. 

 

The School: 

• Values diversity and is committed to equality of opportunity 

• Has a responsibility to ensure that all employees are eligible to live and work in the UK 

• Will take up references and social media searches on short-listed candidates. 
 

Applications should be received by the School by 12 noon on Friday 7th October 2022.  Interviews will be w/c 

10th October and will include an opportunity to tour the School. Shortlisting will take place following the closure 

of the advertisement. Applicants should provide: 

• A fully completed application form 

• A letter of application addressed to Miss Abbey Fecher, Head of Pre-Prep. 

All applications will be acknowledged by email. If you have not received an acknowledgment within two working 

days of sending, please contact Carolyn Godrich by telephone on 01962 670734. 

mailto:hr@twyfordschool.com
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PERSON SPECIFICATION 

 

 Essential Criteria Desirable Criteria Measured 
by 

Experience 
and 
knowledge 

Good secretarial experience 

Knowledge of, and experience in, data protection 
requirements  

 

Reception or secretarial 
experience in a school 
setting or similar 

Experienced in 
supporting senior 
management 

An understanding of and 
empathy with the 
independent school 
sector, together with a 
commitment to the 
School community and its 
purpose and future 
prosperity 

Application 
and 
interview 

Skills and 
abilities  

Team player with highly effective communication 
and interpersonal skills 

Excellent user of Microsoft Office software 
including Word, Excel and Outlook.       

Able to work unsupervised and work on his or her 
own initiative to a very high standard and see 
tasks through to completion 

Ability to prioritise effectively and balance 
competing pressures with meticulous attention to 
detail 

Completely discreet, as much of the work involved 
will be of a confidential nature. 

Must be willing to “roll 
up sleeves” to assist in 
other areas not normally 
associated with the 
primary role 

Previous knowledge of 
ISams and/or Evolve 

Knowledge of 
PowerPoint 

Application 
and 
interview 

Education and 
qualifications 

Good exam results or recent relevant experience Typing or Word 
Processing qualifications 

Application 

Other A professional, flexible and proactive attitude 

Flexibility to work calmly and reliably in a busy 
School, both in a team and independently, with 
energy, initiative and cheerful enthusiasm for 
developing the role and to undertake training as 
required 

Promoting and safeguarding the welfare of pupils 
in line with School policies 

 Interview 


