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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 are 

justifiably proud of our reputation for providing a 

forward thinking, modern and relevant education for 

over 1,000 girls aged 4-18.  As a school, we are an 

inclusive, innovative, intrepid 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 

students achieve exceptional academic results.  But we 

know that an education is more than that.  The 

wellbeing 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.  In 

autumn 2021, we will move into a new Science, Music, 

Drama and Debating Centre which represents a 

significant investment by the GDST and donors in the 

future of the school. 

During the recent Covid pandemic, we have 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 development, 

membership of leading membership organisations, and 

a package of personal benefits provided by the GDST, 

this is an attractive opportunity for someone who is 

interested in joining an organisation which has 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 

At Putney we believe that thinking should be “out of the 

box”, not “tick the box”! As experts in their fields, our 

teachers bring to the classroom an infectious passion for 

their subjects and ensure that every student can be 

stretched, challenged and inspired to develop a lifelong 

love of learning.   

 

Putney High School has been leading the way in girls’ 

education since its foundation in 1893. We build 

confident, creative thinkers and deliver an education 

that is truly relevant to their future. Our community is 

energetic, fun and above all, down-to-earth. Happy and 

supported within a democratic environment, our 

students achieve outstanding results and develop the 

character and the resourcefulness to make their mark in 

whatever they choose to pursue.  

 

Ours is a culture of curiosity and openness to new ideas. 

Our Breathe programme is central to a holistic approach 

to education where mental and physical wellbeing go 

hand-in-hand with academic attainment. We are leaders 

in teaching and learning research and at the forefront of 

digital technology in education. An award-winning 

careers programme is bolstered by an established 

Residency programme, and 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 in autumn 

2021. 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.  

  

Putney High School is part of the Girls’ Day School 

Trust, a charitable trust and leading group of 

independent girls’ schools, with over 4000 staff and 

20,000 students in 23 schools. Further information on 

Putney High School and The Girls’ Day School Trust can 

be found at:   

www.putneyhigh.gdst.net  and www.gdst.net. The most 

recent full Educational Quality ISI inspection in 2015 

awarded the school the highest possible grading in all 

categories; the full report can be found here. 

http://www.putneyhigh.gdst.net
http://www.gdst.net
https://www.putneyhigh.gdst.net/wp-content/uploads/2018/06/ISI-Report-Putney-High-School.pdf
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THE SCHOOL 

At Putney High School we are: 

 

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, respect and social responsibility. 

 

Intrepid 

Interested and interesting, we are unafraid to stretch our wings and to blaze trails - curious to explore and 

to challenge limits. 

 

Intellectual 

Scholarly in our approach to learning, we are inquisitive and creative in our thinking, and bold in our 

ambitions. 
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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 

Senior Reception 

 

The Reception Team forms part of the 
Administration Team working closely with the 
Head of Administration/Compliance Officer, and 
is at the heart of the school delivery a warm 
welcoming and efficient service to students, 
parents, staff and visitors. 

 

As a member of the support staff you will play an 
integral role within the operation of Putney High 
School, working closely with students, teachers, 
senior leadership team as well as stakeholders 
including prospective and current parents, 
alumnae and the local community. 
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THE ROLE 

Senior Receptionist  

Full Time 

To provide a customer focused and efficient 
reception service to pupils, parents, visitors and 
telephone callers. 

 

To present a welcoming and professional image of 
the school 

 

To assist in providing a general administrative 
service to support the smooth running of the 
school.   

 

Accountable to: 

The Head Receptionist 

 

Salary: 

Grade 2 on the Support Staff Salary scale 

£20,491 - £22,800 FTE 

 

Hours:  7.30am - 3.30pm daily (Including ½ hr 
lunch break) 

 

 

All year round 

 

Holidays:  30 days per year plus bank 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 



8 

 

JOB DESCRIPTION 

Main demonstrable skills 

• Greet all visitors on arrival to ensure that they are 
made to feel welcome, and that their requirements 
are met, and enquiries responded to as quickly as 
possible. 

• Ensure that all visitors adhere to the school’s signing 
in process and the correct security passes are issued 
to meet the schools security and health and safety 
requirements. 

• Operate the main switchboard and deal with all 
incoming telephone calls.  

• Monitor the absence line recording all absences on 
the relevant systems. 

• Assist with the attendance/absence register to 
ensure all absences are recorded and appropriately 
followed up. 

• Monitor the answerphone and deal with enquiries or 
refer messages to an appropriate member of staff. 

• Monitor the general school email ensuring 
messages are dealt with appropriately. 

• Be responsible for the reception visitors calendar 
ensuring all associated processes are completed. 

• Ensure the process for external speaker visits is 
adhered to and the external speaker form folder is 
kept up to date. 

• To be trained as a Paediatric First Aider in order to 
provide emergency first aid to staff and students in 
the absence of the School Nurse. 

• Receive deliveries; check and sign delivery notes 
and inform TRO, the relevant member of staff/
department or the estates team in order to keep the 
reception   area clear. 

• Assist with the return of lost property items to 
students and parents. 

• Provide a supportive and sympathetic presence for 
students or parents, summoning assistance as 
required. 

• To support with the organisation and 
administration of the annual school pupil 
photography 

• Maintain marketing displays and other information 
in the reception area to ensure that materials are 
appropriate and up to date. 

 
Administration 

• As part of the administration team provide general 
administrative assistance as required. 

• Check the handover diary for notes and add to as 
and when appropriate. 

• To be responsible for the administration required 
for Parents and Curriculum Evenings including 
liaising with Head of Years. 

• To assist with the production of documentation 
and labels for parents’ evenings as well as the 
setting up on the day. 

• Assist in the production of signage for parents’ 
evenings and school trips events ensuring they are 
displayed correctly within the school and remove at 
the end of the event. 

• Be responsible for preparing for the arrival of 
sports teams and visitors including liaising with the 
PE department. 

• Be responsible for logging all confiscations in 
SIMS. 

• Use CPOMS, to record all relevant pupil 
information. 
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JOB DESCRIPTION 

Administration 

• Liaise with parents regarding student collections 
and after school activities. 

• Amend SIMS with any ad hoc parent addresses/
contact changes. 

• Carry our the annual audit and update of parent 
contact details on SIMS to ensure all details are 
correct. 

• Ensure the fire registers; student and staff are 
always accurate. 

• Update the staff parking register. 

• Assist with the administration of the swipe card 
procedure. 

• Ensure all temporary staff cards and visitor/
contractor lanyards have been returned. 

• Carry out pupil filing on a half termly basis. 

• Deal with routine enquiries for information about 
the school or direct to relevant staff member. 

• Report reception telephone/computer faults to IT 
or relevant department. 

• Ensure that the reception desk and surrounding 
area is always tidy. 

• Ensure the reception desk is clear of all 
paperwork before leaving. 

• Ensure the visitor management screen, 
telephones, keyboards, desk and other 
designated areas are sanitised as and when 
appropriate. 

 
 
 
 
 
 

All school staff are expected to: 
 

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

• Contribute to the School’s programme of extra-
curricular activities. 

• 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 within 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 set out in the GDST Council 
Regulations, Notes of Guidance and GDST 
circulars. 

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

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

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

 

Essential: 

• Excellent organisational and time 
management skills with the ability to 
prioritise and to react to competing demands 

• Excellent IT skills 

• Excellent telephone manner and ability to 
deal with callers and visitors  in a calm and 
courteous manner 

• Experience of working within a busy 
reception environment 

• Accuracy and attention to detail 

• Ability to work on own initiative 

• Ability to maintain confidentiality 

• Working within a team 

• Flexibility within team working 

 

 

 

 

 

Desirable 

 

• Knowledge of a database e.g. SIMS 

• Working within an educational environment 

• First Aid qualification (training can be given) 
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HOW TO APPLY 

Please apply with an on-line application via the 
GDST website, www.gdst.net 

 

With your on-line application, please attach a letter 
addressed to Mrs Suzie Longstaff, Headmistress. 

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

 

Closing Date:  Monday 23rd August 2021 - 
applications to be received by 9.00am 

 

Interviews will take place week: Wednesday 1st 
September 2021 

 

Required from:  As soon as possible 

 

Candidate 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 

http://www.gdst.net
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