
 

 
Senior Administrator – Maternity Cover 
 
(Part Time 8:00am – 2:30pm, Term-Time + INSET + 6 weeks)  
 

Required for: At the earliest opportunity 
 

At Gresham’s we recognise that every child has different strengths and talents and we pride 
ourselves on recruiting staff who can bring out each child’s true potential. Gresham’s offers a rare 
opportunity where children can join us at our Nursery and Pre-Prep from the age of two and 
continue with their education at our Prep and Senior Schools to 18. 

We are currently looking to recruit an experienced administrator on a fixed term basis to cover a 
period of maternity leave. The successful candidate will join our thriving community as a key 
member of the administrative team. The role involves managing a wide variety of administrative 
tasks in a busy day and boarding school office.  

The ideal candidate will have experience of working in a dynamic and challenging administrative 
environment, have outstanding interpersonal, secretarial and organisational skills with the ability to 
handle sensitive and confidential information appropriately. The successful candidate will have the 
ability to work efficiently and calmly under pressure and will enjoy regular contact with staff, pupils 
and parents.  

The safeguarding responsibilities of this role are clearly outlined in the recruitment pack, please 
make yourself aware of these as you consider applying for this post. 

To apply for the role, please visit our website https://www.greshams.com/job-vacancies/ where you 
will find an application form and recruitment pack. Our recruitment team can be contacted by email 

at hr@greshams.com  
 

Closing Date: 26th March 2023 
Interviews: W/C 27th March 2023 

Start Date: At the earliest opportunity 
 

Please note, we reserve the right to appoint to the post, prior to the closing date. 
 

www.greshams.com   
 
Gresham’s is proud of its exemplary approach to the safeguarding of our children and conducts a robust recruitment process. Applicants 
are expected to engage fully with the requirements of this process. An offer to join the School is made subject to a satisfactory 
Enhanced DBS check along with clearance on all other relevant safeguarding and child protection requirements. 
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