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Address:                                              The Beacon 
                                                            Amersham Road 
                                                            Chesham Bois 
                                                            Amersham 
                                                            Bucks 
                                                            HP6 5PF 
 
Telephone:                                          01494 736165 

Email:                                                  recruitment@beaconschool.co.uk 

Website:                                              www.beaconschool.co.uk 

The School is committed to safeguarding and promoting the welfare of children. Applicants must be 
prepared to undergo appropriate child protection screening, including checks with past employers and 
the Disclosure and Barring Service. 

The Beacon is an equal opportunities employer. Registered in England No. 01067862. Registered Charity 
No. 309911. 
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From Nick Baker 

Headmaster 
Dear Applicant, 

Thank you for your interest in the position of Admissions Administration Assistant 
at The Beacon. 

This is a key role providing professional and effective administrative support to the 
Admissions department. The successful applicant will possess excellent 
communication skills and a fine eye for detail.  Working closely with our Director of 
Admissions, you will have experience of customer service and building relationships 
with people. 

The Beacon is a large prep school for boys aged between 3 and 13, with superb 
facilities and resources that support a forward-looking educational environment.  The 
school occupies an 18-acre site in leafy Chesham Bois near Amersham and is accessible 
by Chiltern Railways and Met Line. 
 
We are delighted to share t

 
 
To give you a flavour of life at The Beacon please take a look around our website 
www.beaconschool.co.uk.  You will find our Safeguarding and Child Protection Policy 
on the Vacancies page and other useful policies on the website too.    

 
The Beacon is a remarkable school, and we seek remarkable people.  I look forward to 
hearing from you. 
 
Nick Baker 

 
Headmaster 
 
IMPORTANT NOTE: 

 The school is committed to safeguarding and promoting the welfare of children. Safeguarding checks 
will be undertaken in accordance with School policy 

 The safeguarding responsibilities of the post can be found in the job description and person 
specification in this recruitment pack 

 The post is exempt from the Rehabilitation of Offenders Act 1974. 
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Professional Standards

is this which makes The Beacon a special place to 
be educated and work at. All our staff live and breathe by the professional principles below. 
If these resonate with you, you would definitely enjoy working at our School.
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The Role and Job Description
 
 
Role:       Admissions Administration Assistant 
 
Reporting to:   Director of Admissions 
 
Hours of Work: 4 - 5 days a week 09:00 to 15:00 during term time and 15 hours 

per week during the holidays (reduced hours during the school 
holidays, min 15 hours/week). It may be possible to condense 
work into part-time, subject to discussion around alternative 
timings to suit the needs of the department/School. 

 
Other Terms & conditions: Six weeks paid holiday entitlement, competitive salary, pension 

and other benefits 
 
Start Date:  September 2022 - subject to satisfactory vetting and DBS etc. 
 
 
Summary: This post will provide professional and effective administrative 

support to the Admissions department at The Beacon.  
 
 
Purpose and Scope 
 

 To act as a point of contact for the Admissions office, fielding telephone calls and 
emails and responding to general queries and requests from prospective families. 
 

 To assist our Director of Admissions with all aspects of new admissions to the School, 
and at times act as first point of contact for prospective parent enquiries. 
 

 To be responsible for a range of administrative tasks to support Admissions including 
creating excel spreadsheets and Microsoft forms for various events and functions. 

 
 To organise and confirm private visits, tours and assessment with prospective families. 

 
 To assist with the data input and management of prospective and new joiners on the 

 iSAMS, and to manage and analyse spreadsheets. 
 

 To send out emails via iSAMS and SchoolPost to prospective families, include writing 
and copy proofing. 

 
 To assist in the planning, co-ordination and delivery of admissions events, including 

Open Days, Messy Play Mornings, Information Evening, Discovery Days, talks. You will 
be required to attend these events which may fall outside of contractual hours, at time 
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including on occasional weekends or evenings for which there would be advance 
notice 

 
 To manage the Admissions inbox on a daily basis. 

 
  . 

 
 To order and monitor stationery, bags, merchandise, goody bags etc. 

 
 To liaise with our Uniform Suppliers, Stevensons, about pop-up shops, individual 

fittings and opening hours and keep the uniform and equipment list up to date. 
 

 Assist in the gathering and recording of all information required for new joiners prior 
to them starting at The Beacon, such as School Reports, ID Verification and various 
forms. 

 
 
 
Safeguarding 
 

Promoting and safeguarding the welfare of children and young persons for who you are 

at all times and using the internal systems/contacting the DSL for monitoring safeguarding, 
wellbeing and pastoral issues 

Note:  
 The role may bring you into contact with children and as such a level of responsibility 

for children. The role constitutes regulated activity with children.   
 In the role, you may also be required to undertake such other duties as the Head 

reasonably requires from time to time. 
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Person specification

 Essential Desirable 

Qualifications Educated to A Level Degree Level 

Experience Experience in customer service and 
administration  

Experience in similar role in any industry; OR 

Experience of a similar role in an educational 
setting 

 

Skills Able to manage and prioritise workloads and 
deal with multiple deadlines 

Excellent writing skills; proficient in drafting 
letters/messages etc  both formal and 
informal plus knowing when to differentiate 
between the two styles 

 
Good communication skills and a proven 
experience of customer service, and to enjoy 
building relationships with people.  
 
IT literate and confident about learning new 
packages. Thorough knowledge of Word, 
Outlook, Excel and using a database. 

 
Responsible and organised with meticulous 
attention to detail. 

 

An excellent ability to understand the needs of 
current or prospective parents is essential. 
Great customer service skills 
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Other Able to work independently and part of a 
team 

Willingness to take on a variety of tasks as 
required. 

Highly professional with positive outlook  

Self-motivated and task-orientated  

Team player 

Able to be proactive and reactive. 
 
Motivated, kind, confident and hard-working 
 
In all areas of school life, staff are expected to 
lead by example and demonstrate and uphold 
the values and principles that we wish the boys 
to learn.   
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The Process
 
The school is committed to safeguarding and promoting the welfare of children. 
 
All applicants must be prepared to undergo appropriate child protection screening, including 
checks with past employers and the Disclosure and Barring Service. The Beacon is an equal 
opportunities employer. References will be required and any relevant issues arising from such 
will be taken up at interview or a suitable point during the process. 
 
Candidates who have a disability or any other special requirements should let the school know 
if there are any reasonable adjustments they would like the school to make as part of this 
recruitment process. 
 

complete/
Application Form and covering letter by e-mail to: recruitment@beaconschool.co.uk 
 
(Please note CVs cannot be accepted).  
 
 (Please note that whilst an interview is to be used as the primary feature of the selection process, if 
invited for interview you will be advised as to whether any additional selection methods will be required 
to supplement the interview.  This may include a lesson, presentation and/or other task. Whatever 
methods are chosen, the panel will use these to assess the merits of each candidate against the job and 
person specification). 
 
 


