
 

 

 

 

JOB DESCRIPTION 
 

JOB TITLE   School Events Coordinator 

 
ACCOUNTABLE TO Headmistress  

 

REPORTING TO  Bursar 

 

CONTRACT Temporary for 12 months  

 

HOURS OF WORK  32.5 hours a week, term time only plus 20 days (4 INSET days 

and 16 days to be worked during school holiday periods) 
 
REMUNERATION  £20,402 to £21,523 (FTE) per annum, dependent upon  

 qualifications and experience.  
 

PENSION Enrolment into the pension scheme (option to opt out if 

preferred) 
 
 

Lady Barn House School is committed to safeguarding and promoting the welfare 

of children and young people and expect all staff and volunteers to share this 
commitment.   

 

Applicants are required to undergo child protection screening appropriate to the 
post, including checks with past employers and the Disclosure and Barring Service 

(DBS).  The post is exempt from the Rehabilitation of Offenders Act 1974 and the 

school is permitted to ask shortlisted candidates to declare all cautions and 
convictions prior to interview. 

 

Please see the School’s Safer Recruitment Policy for further information. 
 

 

 
The post of the School Events Coordinator is to ensure a smooth and efficient internal and external 
service to pupils, parents and staff. The post holder should actively promote excellent customer service 
and to ensure consistent and improved efficiency across the administrative team. 

 
Members of the School Office administration team have specific safeguarding responsibilities so the post-
holder will need to take ownership of these alongside presenting a professional and welcoming image of 
the School. 

 
In the event of any absence in the School Office the post holder may be required to provide cover and 
support, for which training will be provided. This may also be required during school holiday periods, 
the timings of which will be agreed in advance with the Bursar and the administrative team. 

 
Attendance at some key school events, including out of hours, will be required.  Flexible working hours, 

overtime or time in lieu will be offered for out of hours events. 

 

 JOB DESCRIPTION 



 
Full training on school procedures and operating systems will be provided. 

 
 

MAIN RESPONSIBILITIES 

 

To provide efficient administrative support to the Leadership Team in relation to their relevant 

responsibilities for events, clubs and activities and day and residential trips. 

 

School Events 

• To assist with the School’s arrangements for open events, assessments, taster events (e.g. Jump 

into the Juniors) and settling-in sessions for the Early Years (Stay and Play) and attending each 

event to support and assist with the smooth running of it. 

• To assist with the coordination and administration of the annual transition morning for new 

pupils, liaising with Heads of Department as required and inviting all new pupils to attend, and 

attending the event to support. 

• To assist with the coordination and administration of the annual Senior School Information 

Evening. 

• To support the coordination and administration of high-quality events relating to Development, 

Alumni and Fundraising, including the School’s 150th Anniversary events planned for 2022-2023. 

• To assist with PTA administration and events as required e.g. minute taking for meetings 
 

• In liaison with the Admissions Manager and Marketing Manager, to assist with the creation and 
preparation of promotional material in preparation for school events. 

• To attend and assist with the coordination and administration of other events to promote the 

School, both during school time and outside of normal working hours (including occasional 

evenings and weekends). 

 

Clubs and Activities 

 

• To maintain the list of clubs and extra-curricular activities available to all year groups during each 
term.  Liaise closely with the Deputy Head (Pupil & Pastoral) to ensure consistency across all year 
groups. 
 

• To maintain and monitor clubs and activities data (including staff and club attendance) to inform a 
review of staffing and club availability.  

 
• To maintain the school’s online booking system for all extra-curricular activities which incur an 

additional charge.   
 

• To be the main point of contact for extra-curricular providers and ensuring that their 
safeguarding paperwork is up to date well in advance of their start date at the school and that all 
relevant correspondence is issued efficiently.   

 

• To produce registers for pupils attending extra-curricular classes and clubs/activities using either 
the school’s software or manually if required. 

 
• To liaise with internal staff to coordinate commitment to clubs throughout the year.   

 

• To coordinate room availability for lunchtime and after school activities, for both internal and 
external club providers. 

 

• To ensure that clubs and activities schedules are available prior to the end of each term and are 

communicated to all staff and parents. 

 
• To liaise with and support the Holiday Club manager with contacts for activities, organisation and 

promotion. 



 

 
 

School Trips and Visits 

 
To lead and coordinate the administration of school day and residential trips and visitors to the school, 
ensuring that all paperwork is completed correctly and information collated, prepared and distributed 
by specified timescales. 

 
• To review the School’s calendar of events and arrange meetings with each Head of Department 

to discuss the administrative requirements for each day or residential trip or school visits. 
 

• To issue correspondence to parents provided by Heads of Departments and approved by the 
Head. 
 

• To maintain the school’s booking system for any trip or visits that may incur a cost and 
communicate with parents who have late or incomplete bookings. 
 

• To collate any information relating to registers, consent, pupil medical or allergens which are 
required prior to any trip taking place. 

 
• To create and distribute trip booklets as required for day or residential trips. 

 
• To collate all information required for each trip and to ensure all staff attending the trip and the 

Head, or other nominated member of SLT, receive a copy of all trip information. 
 

• To ensure the Visiting Speaker Policy is followed for any visiting speaker or visitor and additional 
documentation is in place as required. 

 
Administration 
 
• To assist with the effective administration and co-ordination of a variety of school programmes 

including, but not limited to Microsoft Office, Microsoft Teams, SIMS, HR system, and any other 
software system the school may use.   

 

• To assist with the monitoring of the school email account, responding directly to routine enquiries, 
filtering marketing information and/or promptly forwarding e-mails to the appropriate person. 

 

• To assist with the management of the after-school care booking system ensuring accuracy in setting 
dates for booking, managing payments, supplying daily numbers to the kitchen and daily registers to 
the ASC Coordinator and classes.  

 

• To support various school administrative processes in an efficient and accurate manner. Compiling 
and proofreading written communications, reports and letters as required. 

 

• Assist with photocopying and bulk mailing of letters and other publications either via the school’s 
electronic communications system or paper copy. 

 

• To undertake filing, texting, emailing as required. 
 
• To undertake any other tasks as reasonably requested to assist with the smooth and efficient 

running of school administration. 

 
 

 

 

  



 

THE SCHOOL 

Lady Barn House School is a thriving independent day preparatory school for boys and girls aged 3 to 

11. There are currently around 480 pupils on roll. The school offers excellent teaching, traditional values 

and exceptional pastoral care. There is a strong academic legacy with an individual focus on strengthening 

each pupil’s confidence and abilities. The school aims to ensure that each child is happy, challenged and 

empowered to take full advantage of the wealth of opportunities on offer at Lady Barn House School; 

leaving them equipped with the knowledge, skills and confidence to make a successful transition to Senior 

School.   

The School has its own site on Schools Hill, Cheadle, enjoying its own superior facilities, including 

specialist classrooms, a fully equipped EYFS unit with exceptional indoor and outdoor facilities, a separate 

performing arts building, an extensive Forest School area, indoor gymnasium and two large floodlit astro-

turfs. Lady Barn House School recognises that its staff are its most valuable asset and seeks to recruit 

and retain energetic, dedicated and creative staff with a passion for education. The aspirations of children 

and parents are high and we are constantly striving to maintain and further improve our standards. 

Above all we are a happy and dynamic place in which to teach and work. 

DETAILS OF THE POST 

We are seeking to appoint a School Events Coordinator, temporary for 12 months in the first instance, 

to start on 1 September 2022 or as early as possible thereafter.   

The post involves providing a wide range of administration support across the school, particularly those 

relating to events, clubs and activities, visitors to the school day and residential trips.  

The successful applicant must be in sympathy with the aims and ethos of Lady Barn House School, have 

excellent written and communication skills, be an excellent team player and be willing to learn and 

embrace working in an educational environment. 

 

CONDITIONS OF SERVICE 

The hours of work are 32.5 hours per week working between the hours of 8am and 4.30pm Monday to 

Friday.  The post is term time only plus 20 days (4 INSET days and 16 days to be worked during evening, 

weekends and school holiday periods).  The salary is split by equal monthly instalments throughout the 

year. 

 

There will be a requirement for the successful applicant to assist at school events which may take place 

at during the evening or at weekends.  A record will be kept of all events attended and if at any point 

the total exceeds the additional paid days, the additional hours will either be paid as overtime, be offset 

against working time in school holidays or flexible working will be provided during term time. 

 

The salary will be £20,402 to £21,523 (FTE) per annum, dependent upon qualifications and experience, 

which is Band E, Scale 18 to 21 on the LBHS Salary Scale.  Part-time hours will be pro rata.  

 

APPLICATION PROCESS 
Applications should be made using the application form enclosed in the pack available and 

forwarded with a letter of application to the Headmistress, Lady Barn House School, Schools 
Hill, Cheadle, SK8 1JE or via email to recruitment@ladybarnhouse.org by 12 noon on Monday 

8 August 2022.  References will be taken for those candidates considered for the 

shortlist.  Applications will be assessed upon receipt and we reserve the right to 
interview and appoint prior to the closing date. An early application is therefore 

strongly advised. 

  
The appointment will be conditional, subject to all satisfactory pre-appointment checks being 

completed.  

 

mailto:recruitment@ladybarnhouse.org


 

Person Specification – School Events Coordinator 
 Essential Desirable Assessed 

Qualifications    

Excellent numeracy and literacy skills with relevant qualifications. ✓  A,I 

GCSE, or equivalent, Grade 4/C in Maths and English as a minimum ✓  A,I 

First Aid Training or willingness to obtain a first aid training certificate. ✓  A,I 

Any other relevant qualification and experience.  ✓ A,I 

Experience    

Experience of working in administration or customer facing role. ✓  A,I,R 

Some knowledge of working in education.  ✓ A,I,R 

Special Knowledge    

Excellent IT skills. ✓  A,I,R 

Team player. ✓  A,I,R 

Able to work efficiently, developing and updating processes as required. ✓  A,I,R 

Good interpersonal, organisational and communication skills. ✓  A,I,R 

Able to deal sensitively with colleagues, children and parents. ✓  A,I,R 

In sympathy with the ethos of the school. ✓  A,I,R 

Able to work under direction but use initiative as the situation demands. ✓  A,I,R 

Flexible, proactive, positive, ‘can do’ attitude. ✓  A,I,R 

Other Requirements    

Satisfactory Enhanced DBS and children’s barred list check, if appointed. ✓  A,I,R 

Suitable to work with children. ✓  A,I,R 

Willing to receive further training/development. ✓  A,I,R 

Flexible with working hours should the need arise for extra work on an ‘ad hoc’ basis.  ✓ A,I,R 

Willing to take part in residential visits.  ✓ A,I,R 
A = Application, I = Interview, E = Experience, T = Task, R= Reference  

 
 

 


