
 

 

 

 



The Grange School has been one of the great success stories of independent education over the 

past forty years. The school was founded in 1933 as a Kindergarten and Preparatory School.  In 

1977, the Governors took the major step of developing secondary education and since 1978 the 

school has grown steadily and developed an outstanding academic reputation.  Today, The Grange 

has a total enrolment of 1191 students with 449 in the Junior School (4-11 years) and 742 in the 

Senior School including 155 in a thriving Sixth Form. It is consistently the best performing school in 

Cheshire and undoubtedly among the very best independent co-educational day schools in the 

country. 
 

Our academic results speak for themselves, as we are consistently placed uppermost in the national 

independent school tables.  In 2019, 44% of GCSE candidates achieved 8-9 while at A Level 64% 

gained A*/A with over 80% getting into their first-choice university.  In 2020 excellent Centre 

Assessed Grades, reflecting their continued hard work and dedication, were awarded to both GCSE 

and A Level students.  

 

More importantly we are a very happy school. The relationship between staff and students is 

exceptional; although very busy and, at times, pressurised, it is a pleasure to work and study in such 

a friendly environment. Expectations of teachers and pupils are high, which serves both to stimulate 

achievement and provide reward.  

 

We understand our chief purpose to be to help nuture young people who truly flourish and find 

fulfilment as adults. We do this by helping them to identify and develop their unique combination of 

strengths, talents and passions, whilst also challenging them to find a pathway for their futures 

which such attributes can serve.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Grange is situated in Hartford, a thriving 

village in its own right but also, in effect, an 

extension of the town of Northwich.  Part of 

the Vale Royal of Cheshire, equidistant from 

Manchester and Liverpool, with Chester only 

15 miles away, it is a delightful area to  

live in; nowhere is more than a few minutes 

from lovely countryside; hills, coast, even 

mountains, are within easy reach; and the 

nearby cities provide terrific opportunities  

that supplement the cultural, sporting and 

commercial life of the area.  There is a good 

variety of housing available to suit all tastes 

and budgets; both staff and pupils travel to  

the school from a wide area and a variety  

of both urban and rural locations.  In short,  

the standard of living in the area is  

attractive and sought after. 



In most dictionaries the word curriculum is usually defined in terms of ‘the courses of study offered 

by a school or college’.  At The Grange our definition is much closer to the context in which the word 

–whose original Latin meaning is ‘race track’ or ‘lap’- was originally understood in the early twentieth 

century: the ‘course’ represented by all those experiences through which children become 

successful adults in society.   

Consequently, we understand that everything we do in 

school from which our young people learn about the 

world and themselves is a part of our curriculum. They 

learn from their studies, their involvement in activities 

outside the classroom, their relationships with their peers 

and their teachers, their successes and (often more 

helpfully) their mistakes. 

Thus we define our curriculum in an all-embracing and 

holistic way. We structure it to include our Academic 

Programme, our Enrichment Programme and our 

Personal Development Programme. 

 

  

 

At The Grange School we value particularly an approach to our community from all who work 

and learn here which is: 

 Caring and respectful, embracing differences and sensitive to the needs of all. 

 

 Straightforward, demonstrating integrity in all that we do.  

 

 Wholehearted, showing commitment in all areas of school life  

 

 Ambitious, aspiring to be the best that we can be.  

 

 Adventurous, seizing opportunities and becoming resilient through challenge.  

 

 Supportive, celebrating talent and creativity to build character and confidence.  
 



 

The Role:  Development & Alumni Officer 

  
Reporting to:
  

The Head 

  
Working Hours: Full Time (37.5 hours per week) Full Year – 25 days’ holiday plus 8 

statutory bank holidays. There will be events and travel outside the 
normal working week, so flexibility is required. Time in lieu will be 
arranged in agreement with the Line Manager. 
 

Salary: 
  

£20K - £25K per annum - dependent on experience. 
Enrolment in the school’s defined contribution pension scheme. 

  
This job description should be seen as enabling rather than restrictive and will be subject to regular review. 

The Opportunity 

The Grange School is seeking to establish a Development function to strengthen alumni and 
stakeholder relations, build a culture of support and raise philanthropic funds.  The overall objective is 
to build up engagement with the Grange community in order to increase advocacy and support (in 
terms of both time and funding). 

 
The first step in this plan is to appoint a Development and 
Alumni Officer to strengthen the Grange community and 
put the foundations in place for fundraising.  The post will 
be full time and permanent and will report, in the first 
instance, to the Head. Mentoring will also be provided by 
RSAcademics, a consulting firm engaged to establish the 
function.  
 
The school is seeking a dynamic individual to fill this 
exciting position. Former experience in Development is  

not essential as training and mentoring will be provided. However, applicants must have excellent 
written and verbal communications, an eye for detail, experience with spreadsheets or databases, and 
knowledge and understanding of independent schools and The Grange.  Proven skills in customer 
care and the ability to work with people of all ages and backgrounds are essential. 
 
This is an exciting role that will be interesting, rewarding and varied and will appeal to a diverse range 
of candidates from recent graduates to those with past or recent experience of working within 
Stakeholder engagement and Business Development roles.  For the right person it presents an 
opportunity to create a role, gain highly transferrable skills and build experience across a wide range 
of marketing and communications disciplines.   



Communications & Events 

 

 Building and ongoing support of a network of alumni, parents, pupils, staff and friends of the 
school  

 

 Creation, promotion and management of a programme of communications, publications and 
events for alumni and other Grange supporters  

 

 Planning and delivery of events and all associated 
requirements (i.e. catering, venue management, 
speakers, booking, ticketing, parking), delivering 
on budget and on time, carrying out post-event 
evaluation, reports, photos and database 
management 

 

 Developing a strategy for and managing delivery of 
the Development Office’s social media presence 
(Facebook, Instagram, LinkedIn and Twitter 
platforms) 

 

 Working with the Marketing & Communications team to ensure all communications are on 
message and aligned with the School’s brand and branding 
 

 Building a portfolio of alumni profiles for use in promoting the School.  Undertaking interviews 
for magazines.  Managing Roburian news and updates 
 

 Developing relationships with alumni/development professionals in other schools to share 
best-practice and network 
 

 Building up the School’s archives for use to engage alumni 
 

Database and Relationship Management 

 

 Acting as the first point of contact for alumni, managing enquiries and providing timely 
responses 

 

 Manage the ThankQ database to ensure records for alumni, donors, parents, staff and other 
supporters are maintained accurately and efficiently and that data remains consistent, 
accurate and up to date 

 

 Donation management (collection and recording of donations, thank yous, receipts, Gift Aid) 

 

 Logging all alumni interactions, including general correspondence, event attendance and 
donations 

 

 Undertaking research on alumni and potential donors including trusts, foundations and local 
businesses 

 



 Enriching the data set by identifying and recording information about higher education, 
careers and relationships between individuals  

 

 Helping to prepare documentation and letters  

 

 Routinely providing regular financial and analytical reports on income, direct debits, standing 
orders, Gift Aid collection etc. 

  

 Preparing mailing lists (postal and email)  

 

 Monitoring mailing returns (postal and email) and updating database 

 

 Actively searching out lost alumni 

 

 Other administrative duties as and when required 

 

  



Key to recruitment activity: A = Application, I = Interview, E = Experience, T = Task, R = Reference 

Qualifications Essential 
(E) or 
Desirable 
(D) 

Activity 

Educated to degree level or equivalent work experience 
 

E A 

A minimum of 5 GCSEs at Grade C (Level 5 or above) including 
Maths and English. 
 

E A 

Knowledge and Understanding 
 

  

Confident in using digital and social media platforms 
 

E A,I, E 

An understanding of the independent education sector 
 

E A, I, E 

Knowledge of the Grange School and its community 
 

E A, I, E 

Experience 
 

  

IT literate with the ability to manage the school’s development 
database after training. 
 

E A, I 

Able to create/maintain excel spreadsheets and manage mail 
merge functions 
 

E A, I 

Ability to manage multiple projects / events and plan, organise and 
determine own workload to meet tight deadlines 
 

E A, I, E 

Qualities 
 

  

A proactive attitude and ability to use own initiative 
 

E A, I, R 

Excellent interpersonal skills and the ability to build relationships 
with a variety of stakeholders 
 

E A, I 

Excellent written and oral communication skills and meticulous 
attention to detail 
 

E A, I, T 

Ability and willingness to support colleagues 
 

E I 

Possesses a very keen eye for detail 
 

E T 

Flexible over working hours in accordance to the needs of the 
school 
 

E I, R 

 



To apply for the role of Development & Alumni Officer please write a letter of application to support 
a fully completed application form and names of two referees to: 

 
 

The Head 
The Grange School 

Bradburns Lane 
Hartford 
Cheshire 
CW8 1LU 

 
Please mark the envelope ‘FAO: Mrs Lynn Geary’ in the top left-hand corner. Applications are also 
accepted via e-mail to recruitment@grange.org.uk 
 
Closing date for applications is 12pm on Wednesday 24th March 2021. Interviews will take place 
week on Monday 29th March 2021. 
 

                  
The Grange School is committed to safeguarding and promoting the welfare of children and young 
people, and expects all staff and volunteers to share this commitment. The successful candidate 
will be subject to a DBS check. This post is exempt from the Rehabilitation of offenders Act 1974. 
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