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MESSAGE FROM THE HEAD 

Thank you for your interest in Putney High School.  

This role is an opportunity to play a part in one of the 

UK’s most successful schools. 

Based in Putney, we provide a forward thinking, mod-

ern and relevant education for over 1,000 girls aged 4

-18.  As a school, we are an inclusive, innovative, in-

trepid and intellectual community and we encourage 

our students to think differently, to be active in the 

wider community and to stand up and use their voice. 

We are the largest of the GDST schools and our stu-

dents achieve exceptional academic results.  But we 

know that an education is more than that.  The well-

being of our community is at the heart of our ethos. 

Our facilities are superb, ranging from a large and 

bespoke Sixth Form Centre to the only girls’ school 

boathouse at the start of the boatrace course.  Later 

in 2021, we will move into a new Science, Music, Dra-

ma and Debating Centre which represents a signifi-

cant investment by the GDST and donors in the fu-

ture of the school. 

During the Covid pandemic, we continued to invest 

in and develop our workforce, never satisfied with 

standing still and always asking ourselves “how can 

we do things better” or “how can we think              

differently”. 

With a focus on continued professional develop-

ment, membership of leading membership organi-

sations, and a package of personal benefits provid-

ed by the GDST, this is an attractive opportunity 

for someone who is interested in joining an organi-

sation which as been a leading voice in education 

for nearly 150 years. 

As Head of Putney, I can vouch for the positive 

spirit of our school community and for the sense of 

fun that pervades our corridors. 

 

 

 

 

 

Suzie Longstaff 

Headmistress 
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THE SCHOOL 

 

 

Innovative - Forward-thinking in our approach to 

teaching and learning, ours is a culture that is 

modern, relevant and inspires the idea-makers of 

the future.  

 

Inclusive - We offer a holistic education 

that focusses on the individual and is outward 

looking - encouraging integrity, compassion,      

resect and social responsibility. 

 

Intrepid - Interested and interesting, we are  un-

afraid to stretch our wings and to blaze trails -    

curious to explore and to challenge limits. 

 

Inquisitive - Scholarly in our approach to learning, 

we are inquisitive and creative in our thinking, and 

bold in our ambitions.   

OUR VALUES...  

At Putney High School we are: 

Putney High School has been leading the way in 

girls’ education since its foundation in 1893.  

Today, as then, we build confident, creative think-

ers and deliver an education that is truly relevant 

to their future.   

Putney leavers go on to the finest institutions in 

the UK and abroad, including Oxbridge, Central 

Saint Martins and the Royal Academy of Music.  

As part of the school’s commitment to cross-

curricular learning and STEAM education, a new 

Science, Music, Drama and Debating Centre will 

be opening shortly. It will be a space for pupils 

and staff to come together to learn, to discuss and 

to perform, enhancing what is a truly 21st century 

education.   
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WORKING FOR THE GDST 

The school is part of the GDST, the UK’s leading 
network of independent girls’ schools.  We can 
offer a variety of benefits 

• Competitive salaries and pay progression 

• Access to extensive professional 
development opportunities 

• Training grants for qualifications 

• Generous pension schemes 

• Free life assurance benefit 

• A discount of up to 50% on fees for children 
at GDST schools 

• Interest free loans for training, computer 
purchase loans and travel season ticket loans 

• A Cycle to Work scheme 

• Competitive terms and conditions of 
employments  
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THE DEPARTMENT 

The Admissions, Communications and 
Development Department is responsible for 
internal and external communication with all 
stakeholders, from prospective and current 
parents to alumnae and the local community.  

The school’s strategy centres on developing and 
maintaining positive and lasting relationships with 
students, parents, staff, governors, alumnae and 
the local community to encourage an ethos of 
engagement, networking and partnership.  

The Development team is central to this, 
committed to embedding a long-term culture of 
philanthropy and support. 

The busy, proactive and creative team aims to 
engage with stakeholders through dynamic, 
compelling and forward-thinking communications 
and high quality events.   

With the upcoming opening of a new Science, 
Music, Drama & Debating Centre; ground-
breaking research into the benefits of biophilia in 
the classroom and a programme of modern 
scholarship, there is a lot to get excited about.  
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THE ROLE 

Development Officer 

Fixed Term - in the first instance 

From:  As soon as possible 

 

As part of the Development team, the 
Development Officer will help embed a culture of 
philanthropy and support. 

The successful applicant will be responsible for 
engaging with a wide range of stakeholders from 
donors, parents and prospective families to 
neighbours and other members of our community. 

Delivering a first class service throughout, duties 
will range from organising and delivering high 
quality events to researching and writing accurate 
and compelling communications, from leaflets and 
newsletters to social and digital media.  

 

  

Accountable to: 

Director of Communications & Development 

 

Salary: 

Grade 4 of the Support Staff Salary Scale 

£29,000 

To 

£39,000 

Depending on experience 

 

Hours: 

36 hours a week 

All year round 

30 days holiday plus 8 public holidays 

 

As one of the UK’s leading schools, Putney High 
School is rightly proud of its exceptional         
academic results and pastoral care.  A spirit of 
intellectual agility and engagement is at the 
heart of the school’s ethos, with pupils 
stretched, challenged and supported inside the 
classroom and beyond 
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JOB DESCRIPTION 

Main Areas of Responsibility: 

Fundraising 

To manage our regular giving programme, the 
Putney Fund - from writing inspiring 
communications to monitoring results, thanking 
donors and preparing detailed analysis to inform 
strategic direction.  

School Events  

To help coordinate a rich and varied programme of 
high quality events targeted to the needs of the 
specific audience, from donors to neighbours. 

In particular, this will include managing a 
programme of activity to launch our new Science, 
Music, Drama and Debating Centre. 

Alumnae Events  

To work closely within the Development team to 
devise and implement an innovative and engaging 
programme for alumnae including reunion events.  

Parent Relations  

Liaising with the Communications Team, to 
manage and update appropriate website and 
Firefly pages and social media. 

All staff are expected to: 

• Work towards and support the school vision 
and the current school objectives outlined in 
the School Development Plan 

• Support and contribute to the school’s 
responsibility for safeguarding students 

• Work within the school’s health and safety 
policy to ensure a safe working environment 
for staff, students and visitors 

• Work with the GDST’s Diversity policy to 
promote equality of opportunity for all 
students and staff, both current and 
prospective 

• Maintain high professional standards of 
attendance, punctuality appearance, conduct 
and positive, courteous relations with 
students, parents and colleagues 

• Engage actively in the performance review 
process 

• Adhere to policies as set out in the GDST 
Council Regulations, notes, of Guidance and 
GDST circulars 

• Undertake other reasonable duties related to 
the job purposes from time to time 

• Undertake other reasonable duties related to 
the job purpose required from time to time 

 



8 

THE PERSON 

The successful candidate will have the following 
key skills and attributes: 

 

• Outstanding communication skills and the 
ability to forge excellent relationships with 
colleagues, parents and wider community 

• A creative and innovative approach 

• Be a positive and collaborative team player 

• Calmness and efficiency and the ability to 
work under pressure 

• Outstanding organisational and 
administrative skills, including in the 
organisation of events.  

• Excellent IT skills 

• Experience of working with a fundraising 
database would be an advantage 

• Keen eye for detail and accuracy.  

• Awareness of the nature of the School and 
be prepared to commit to its all-round 
ethos.  

• A commitment to on-going personal and 
professional development where necessary.  

 

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

Please apply sending a covering letter to Mrs Suzie 
Longstaff, Head and a completed application form 
to recruitment@put.gdst.net. 

 

CV’s are not accepted without a fully completed 
application form 

 

 

Closing Date:  Monday 20th September 2021 

Applications to be received by 9.00am 

 

First round interviews will be held virtually before 
Monday 27th September 2021 

 

Candidates who are invited to interview will be 
required to bring original identification documents 
(e.g. passport) and if applicable proof of eligibility 
to work/reside in the UK as well as documents 
confirming educational and professional 
qualifications.  A confirmation of your address 
within the last three months is also required. 

 

Putney High School and the GDST are committed 
to safeguarding and promoting the welfare of chil-
dren, and applicants must be willing to undergo 
child protection screening appropriate to the post, 
including checks with past employers and the    
Disclosure and Barring Service. 

 

Additional Information 

Any candidate wishing to seek additional             
information should contact: 

Helen Batchelor, HR Manager 

Email:  recruitment@put.gdst.net 

Tel:  020 8788 4886 
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