
 

 

 



 
                                                                       THE SCHOOL 

Hoe Bridge is a thriving independent school for girls 

and boys aged 2 to 16. The school is set in a perfect 

location just on the outskirts of Woking surrounded by 

22 acres of beautiful grounds and only 25 minutes from 

central London. 
 

Our ethos of high expectations, individual 

determination, enthusiasm, respect, warmth and care 

lead to happy, confident and successful children. The 

community of children, parents, staff and governors 

thrive on the mutual respect and support embodied in 

the ethos. Expectations are high and pupils’ 

achievements are measured against these expectations 

but equally importantly against their own individual 

potential.  Individual efforts are rewarded and 

recognised, no matter what the level or the subject and 

as a community everyone celebrates these successes. 

Throughout the years, inspiration, care and leadership 

come from both staff and children alike and ensure the 

community is vibrant and dynamic. 
 

Our school was awarded a grade of ‘excellent’ during 

our last inspection, something that both the girls and 

boys, staff and parents are extremely proud of.  
 

The atmosphere of every school is unique and the 

strength and attraction of Hoe Bridge lies in the 

atmosphere generated by the staff and pupils. 

Standards and targets are realistic, though set as high 

as possible, the bright are challenged and the less able 

supported; the staff endeavour to instil confidence in 

all the children and visitors are amazed to see just how 

happy the children are, how determined they are to  

 

succeed and how much they care about each other. "A 

busy and fun action packed adventure" is one way life at 

Hoe Bridge has been described.... what a great and 

accurate description! There is never a dull moment nor is 

there time to be bored and the children are proud to call 

Hoe Bridge their school.  
 

The provision of cutting-edge pastoral care is at the 

heart of Hoe Bridge. There is a genuine commitment to 

and care for each member of the community and the 

happiness of every child is central to this. The School 

provides children with a safe and happy learning 

environment in which they can enjoy building 

friendships for life and developing their innate creativity, 

curiosity and confidence within the framework of our 

pastoral values. 
 

The School has an extremely good reputation not just in 

the local area but county wide as well. There is a real 

energy throughout to preserve the family atmosphere, 

to constantly strive to improve results and explore all the 

possibilities available to enrich both the School and the 

lives of the children. 

 

 



OUR MISSION 

To inspire in children a passion for lifelong learning, 

where an exceptional education, beyond factual 

learning, fosters unique life skills, creativity, knowledge 

and wellbeing. 
 

VISION  

A dynamic school community where everyone is 

encouraged to achieve their true potential through a 

broad, challenging and diverse curriculum. We enable 

and foster a passion for lifelong learning, whilst 

embracing and valuing individuality within the school 

community and wider society. 
 

RATIONALE 

To shape future citizens who have the academic, 

personal and social skills to make informed choices as 

well as being empathetic, resilient and responsible 

members of society fully embracing British values.  

 

 

A dedicated, caring and well qualified staff provide a 

varied curriculum, within and beyond the classroom, 

giving opportunities and challenging abilities to develop 

independent thinking young people. An engaging, 

broad, progressive education based on Christian 

principles and enriched with stimulating and varied 

opportunities to develop creativity, curiosity and 

innovation.  
 

ETHOS & AIMS 

Happiness  ⚫  Confidence  ⚫  Achievement 
 

It is the School’s stated aim to appoint and retain      

well-qualified, experienced and talented staff who will 

inspire excellence and discover talents in every child.  

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

OUR ESTATE & FACILITIES  

We are very fortunate to enjoy the historic and inspirational site which is home to Hoe 

Bridge School. The 22-acre estate is a hidden gem in the heart of Surrey and a stone’s 

throw from Woking town centre. 
 

The school has invested strategically to ensure the best facilities in the area, with a high 

standard of classrooms throughout the site to ensure the perfect learning environment. 

These are complemented by specialist suites for subjects such as Art, Design & 

Technology, Computing, Science, Music and indoor exercise, and staff and children alike 

are justifiably proud of the recently built 110-seat Performing Arts Centre. Sport and 

exercise are all-important in the school week, and are amply catered for with two sports 

halls, three large playing fields, all weather pitch, heated outdoor swimming pool, outdoor 

and indoor cricket nets, cross country course and grass and artificial cricket squares. 

Beyond, the Hideout outdoor classroom, pond with its own pontoon, meadow and woods 

provide a natural wonderland for outdoor learning, inspiration and exploration for 

inquiring young minds.   
 

The site itself is steeped in history. Hoe Place, a former mansion, is home to the Prep and 

dates from 1680 and was a favourite retreat of Lady Castlemaine, a mistress of King 

Charles II often referred to as ‘the uncrowned queen’. The Chapel dates back to 1850 and 

there is an original icehouse in the grounds which is a fascinating early form of 

refrigeration for food and drink. The mansion remained a private residence until the 

1920s, when Hoe Place Preparatory School was established in 1928 and in turn, became 

St. Michael’s School in 1964. Hoe Bridge School itself was formed in 1986 when St. 

Michael's School merged with Allen House Preparatory School. 



THE ROLE 

 

 

 

 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Hoe Bridge staff are accountable for achieving the highest possible standards in 

work and conduct. They act with honesty and integrity; have strong subject 

knowledge, keep their knowledge and skills up to date and are self-critical, forging 

positive professional relationships and working with parents in the best interests 

of all pupils.   
 

You will be the point of contact for families, after they have registered, to guide 

them smoothly through the application process and provide an efficient and 

professional admissions service for the School. You are somebody who is well-

qualified with vision, purpose, warmth and humour, who works positively with 

colleagues and as part of a team. You will have a strong personal resonance with 

the school’s Vision, Rationale and Ethos & Aims and with independent education 

generally. The role reports to the Head of Admissions & Marketing.  
 

You will be a natural communicator, articulate, persuasive and an authentic 

ambassador, with the desire to tell everyone the Hoe Bridge story. You will have 

exceptional communication skills, both on paper and in oral presentation and 

want to be involved in all areas of school life.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

KEY RESPONSIBILITIES 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• To maintain the whole school admissions register on the Admissions Portal and 

Sims database keeping the current status of applications up to date  

• To manage the online application process from registration, to offer, to 

acceptance utilising the Admissions Portal 

• To book and manage taster and assessment days for any children looking to join 

from Year 1 upwards including via the 11+ and 13+ process 

• To work closely with the Head of Admissions & Marketing to convert offers to 

acceptance 

• After acceptance, to manage the completion of all online forms and work closely 

with the Data & MIS Manager to ensure prospective pupils are enrolled on the 

school system ready for joining 

• After acceptance, to manage all settling-in days and communication to parents 

to ensure they are well prepared prior to joining the school 

• To keep up to date with all aspects of day-to-day school logistics in order to 

respond to parental questions regarding the curriculum, extra-curricular 

activities, uniform, wraparound care, holiday camps, etc. 

• To build and maintain co-operative relationships with staff and parents 

 

Whilst every effort has been made to explain the main duties and 

responsibilities of the post, each individual task undertaken may not be 

identified. The post holder will be expected to comply with any reasonable 

request from the Headmaster to undertake work of a similar level that is not 

specified in this job description. 

 

 

 

 
 



GENERAL DUTIES 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• To work in co-operation with colleagues to promote the high standards that are part of 

the School’s tradition and mission 

• To attend meetings as required such as staff meetings, INSET sessions and other such 

training as may be necessary 

• To act in accordance with the Staff Handbook and the Staff Code of Conduct 

• To be fully aware of and to implement the School’s policy on Health and Safety, both 

when pupils are in school and when they are engaged in school activities elsewhere 

• To cover for absent colleagues when necessary 

• To attend school functions, including after hours, as directed by the Headmaster 

• To take part with the Headmaster in an annual Continuing Professional Development 

meeting, which will include the agreement of professional development and training 

objectives for the coming year 



PERSON SPECIFICATION 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PERSONAL BEHAVIOURS 
 

• Resilient and positive; willing to go the extra mile in 

the busy life of the department 

• Ability to identify problems and bring creative 

solutions 

• An outstanding communicator who is dynamic and 

innovative 

• Flexible and adaptable, with energy, stamina and 

enthusiasm 

• Loyal and discreet 

• Empathetic, with excellent listening skills 

• Kind and inclusive 

• Effective interpersonal skills with the ability to lead 

and to work as part of a team 

• Have a sense of fun and enjoy the adventurous side 

of life 

OPERATIONAL EXCELLENCE 
 

• Exceptional levels of planning and organisation, with 

meticulous attention to detail 

• Significant initiative and drive, allied to the ability to 

work quickly and accurately 

• Outstanding administrator with a proven track 

record of success and initiative 

• Articulate in all forms of communication. A good 

public speaker; fluent and accurate written and 

spoken English 

• Excellent time management skills 

• Understanding that the need for absolute 

confidentiality and discretion, both within the School 

and the wider community is essential 

• Ability to market the school effectively 

• Excellent IT skills 

ETHOS AND WHOLE SCHOOL VALUES 
 

• An individual with a genuine commitment to the 

wellbeing of the staff and pupils 

• Committed to operating as an integral part of the 

school community 

• Committed to the school Vision, Rationale and Aims 

& Ethos 

• Possess the desire to get involved in all significant 

aspects of Hoe Bridge life 



CONDITIONS OF EMPLOYMENT 

 

 

HOW TO APPLY 

REMUNERATION 
 

The salary will be in the range of £12,000 to £15,000 

dependent on qualifications and experience.  

 

HOURS OF EMPLOYMENT 
 

The hours of employment will be 8.00 am to 1.00 pm, 

Monday to Friday during term time and an additional 

period of time working during the school holidays. Staff 

are entitled to take holiday during the usual Hoe Bridge 

School holiday periods; holiday cannot be taken during 

Hoe Bridge School term time. 
 

In addition, staff may be required by the Headmaster, 

upon reasonable notice, to work for varying short 

periods after the end and before the beginning of any 

term. The post is subject to the agreed terms and 

conditions as laid out in the letter of appointment and 

subsequent individual contract. All appointments are 

probationary for a period of two terms.  

 

CAREER DEVELOPMENT 
 

This is an important position will afford the successful 

candidate the opportunity to work in an innovative, 

caring, skilled and committed team.  

 

EXPERIENCE 
 

Applicants would benefit from having previous school 

admissions experience, especially the 11+ application 

process. It is a requirement that all staff have enhanced 

clearance through the DBS. The School actively 

enforces the government initiative for safeguarding 

children. 

 

STAFF BENEFITS 
 

All Hoe Bridge staff receive the following benefits in line 

with their employment status: 
 

• Concession on school fees 

• Pension scheme 

• Free parking on site 

• Free lunches and refreshments during term time 

• Free wrap around care for staff children whilst their 

parents are on duty and working at school  

• Termly celebration events 

• Concession on Hoe Bridge Holiday Camp fees 

• Opportunity for paid work at our Holiday Camps 

 

Dependent children, whom the successful candidate 

wishes to attend the School, will be subject to the 

normal admissions criteria. Once admitted, they will be 

eligible for the discretionary teaching staff concession 

on school fees. 

 

The School is committed to being an equal 

opportunities employer. To enable us to make any 

reasonable adjustments, please let us know at the 

application stage if you have any special requirements. 

The offer of appointment at Hoe Bridge School is 

conditional upon the provision of a self-declaration of 

physical and mental fitness to discharge the 

responsibilities of the post. 
                                                           

Applications will be considered as they are received and 

the School reserves the right to appoint at any time 

during the application process.  
 

Hoe Bridge School is committed to safeguarding and 

promoting the welfare of pupils and expects all staff 

and volunteers to share this commitment. Any person 

offered a position will be required to complete an 

enhanced DBS disclosure. 

 

The closing date for applications is 9.00 am on 

Wednesday 6 July 2022. Following a meeting of the 

Selection Committee, successful candidates will 

then be invited for interview shortly after the 

application deadline. 
 

All applications must be made online via the school 

website. In the ‘Suitability’ section of your 

application, please give your reasons for applying 

for this post and state why you believe you are 

suitable for the position. Study the job description 

and person specification and describe any 

experience and skills you have gained in other roles 

or similar environments which demonstrate your 

ability and aptitude to undertake the duties of the 

post. 
 

All applications will receive a response confirming 

receipt and applicants selected for interview will be 

informed within a few days of the closing date.  
 

Candidates short-listed for interview will be 

required to bring to interview proof of ID, 

qualifications and their right to work in the UK. 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Old Woking Road T  01483 760018 

Woking    hr@hoebridgeschool.co.uk 

Surrey GU22 8JE  hoebridgeschool.co.uk 


