
 

Independent Co-EducaƟonal Day School  
for Boys and Girls aged 3 to 18 years 

RecepƟon Administrator 
3 Full days per week (38 weeks per year) 

Job LocaƟon:  Ewell Castle Senior School 

ReporƟng to:  EA to the Principal 

Start Date:   January 2025 

Salary:    Ewell Castle Support Staff pay scale plus Pension Scheme  
    + benefits 
 

INSPIRE – ENGAGE - EXCEL 



Senior School RecepƟon Administrator 

Further Details 
Monday, Tuesday, Wednesday 

 8:00 – 17:00 or 8.15-17.15  

 Term Ɵme plus 2 weeks (38 weeks per year) 

 

 

 

 

 

Ewell Castle is a thriving, independent school located in leafy Ewell Village.  The school is co-educaƟonal from Recep-
Ɵon to Sixth Form and enjoys small classes, across the School. Ewell Castle has an excellent reputaƟon for its family-
friendly ethos, with a strong focus on pupil wellbeing and personalised learning.  The School has a vibrant communi-
ty spirit including regular events for staff, parents and friends of the School.  Ewell Castle is a genuine mixed ability 
school with a focus on achieving each individual child’s potenƟal.  

The Senior School RecepƟon Team offer a highly professional and efficient central administraƟve service to the 
School’s various stakeholders, including parents, pupils, staff and Governors as well as external visitors and are 
frequently the first point of contact with Ewell Castle School. The ideal candidate will have relevant or transferable 
administraƟon experience of providing excellent customer service.  An ability to remain calm and professional at 
all Ɵmes in an extremely busy environment and the flexibility to adapt quickly to changing prioriƟes is essen-
Ɵal.  An understanding of the day-to-day running of a dynamic school front desk would be an advantage as well as 
experience of providing First Aid although training will be provided, if required.  

Working hours are 8:00am – 5:00pm or 8.15am-5.15pm (38 weeks per year including 2 weeks during the holi-
days).   Going forward there will be 4 part-Ɵme RecepƟon Administrators, with 2 working together on RecepƟon 
each day of the week, one person starƟng at 8am and finishing at 5pm and the other starƟng at 8.15am and finish-
ing at 5.15pm.    

PotenƟal candidates will need to demonstrate excellent aƩenƟon to detail as well as the ability to work producƟve-
ly in a team and to use and set up efficient administraƟve processes using MicrosoŌ Office.  Experience of seeing 
tasks through from start to finish, despite distracƟons, is essenƟal as is an awareness of the importance of confiden-
Ɵality and safeguarding as well as data protecƟon in a school seƫng.  The ability to pick up other team members' 
work, keep careful records and leave detailed handover notes, where necessary, are essenƟal for this role.  This 
very friendly team works closely together, and with the wider EducaƟon Support Services staff, keeping the welfare 
of the pupils at the heart of everything they do.    

Please see the separate detailed Job DescripƟon and Person SpecificaƟon for further informaƟon on this role.   All 
staff have the opportunity to become involved in the busy and varied co-curricular life of the School, from regular 
clubs, annual producƟons and events to supporƟng the Duke of Edinburgh and other trips.  
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Why join us? 

· Children of members of staff benefit by a 50% maximum (i.e. unaffected by scholarship or bursary) remis-
sion of school fees.  (The remission is reduced pro rata for a part-Ɵme member of staff.)    

· Lunches are provided during term Ɵme, free of charge.   
· The School offers a generous contributory pension scheme.  
· Interest free loans are available for the purchase of computers through the school.   
· Ride to work 
· CPD opportuniƟes are available to all staff.  The School also part funds MQSL, NPQSL, NPQH and MA 

courses.    
 
ApplicantsÊinvitedÊforÊinterviewÊwillÊbeÊrequiredÊtoÊbringÊproofÊofÊidenƟty e.g. passport,ÊandÊqualificaƟonsÊtoÊ
interview.  PleaseÊnoteÊthatÊweÊreserveÊtheÊrightÊtoÊappointÊbeforeÊtheÊclosingÊdate.    

 

Ewell Castle School is commiƩed to safeguarding and promoƟng the welfare of children and applicants 
must be willing to undergo child protecƟon screening appropriate to the post, including checks with 
past employers and the Disclosure and Barring Service (DBS).  Staff recruitment is also subject to the 
School’s ‘Equal OpportuniƟes’ policy and monitoring procedure.   

Further informaƟon about the School  is available on our website:  www.ewellcastle.co.uk .   



What is it like being part of the Ewell Castle Team? 

“I joined Ewell Castle in September 2015 as part 
Ɵme RecepƟon Administrator in the Senior School. 
It was a role that enabled me to get to know many 
students and members of staff over the years. No 
two days were ever the same and there were very 
few dull moments! I am now working in the Princi-
pal's office, which enables me to support the school 
in a different way, with opportuniƟes to develop 
and grow. The camaraderie among the staff at 
Ewell Castle is great and I love that the school is 
always a hive of acƟvity!  “  

 

"I joined Ewell Castle Senior School in January 2015 as Head of Art & Photography and I have enjoyed it 
from the start! The Art Department is a fabulous team which I really appreciate, as working together in a 
cohesive team is so important.   

It is a pleasure to teach the students and Art & Photography allows for us to oŌen see different, creaƟve 
sides to the children - it is a happy place and there is a lot of laughter in the Department!  

In September 2018 I started the brand new posiƟon of More Able Coordinator which has seen me develop 
the role from scratch  - seeing what works successfully and what can be adapted in order to suit the stu-
dents' requirements and inform my colleagues; of which couldn't be done without their support and input. 
I have been on CPD to further my knowledge in this area which gave me some valuable tools, and confi-
dence to build on my ambiƟon for the post.  

I appreciate being given the opportuniƟes to expand my posiƟon at the School and develop the roles too."  

“I joined Ewell Castle in 2015 as a maths teacher.  As a 
teacher I have developed both professionally and per-
sonally within my role at the school.  I have had many 
wonderful opportuniƟes to be involved in the whole of 
school life at Ewell Castle. I have parƟcularly enjoyed 
improving the data management systems within the 
school and being involved in sport and associated co-
curricular acƟviƟes. I would highly recommend the 
school to anyone looking to teach within a supporƟve 
team environment”  


