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JOB TITLE: SCHOOL OFFICE ADMINISTRATOR

CHINTHURST SCHOOL
INFORMATION FOR CANDIDATES

Role commences: August 2026
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Rated EXCELLENT IN ALL AREAS by the Independent 
Schools Inspectorate in 2023.

Chinthurst was founded in 1908 and moved to its current site 
between the villages of Walton on the Hill and Tadworth, a 
few years later. Although it was originally for all-girls, the school 
has educated both boys and girls individually over the years 
and became fully coeducational in 2011. The school buildings 
are set around large central playing fields and facilities include 
playgrounds, an indoor heated swimming pool, a multi-purpose 
court for tennis and netball and impressive dedicated drama, 
art and science studios.

In February 2017, Chinthurst became a junior school of Reigate 
Grammar School (RGS), a multi award winning senior school, 
ranked best co-educational day school in the southeast by the 
Sunday Times 2024 Parent Power league tables. Chinthurst is 
part of the Independent Association of Prep Schools (IAPS) 
and has approximately 300 boys and girls aged from 2 ½ to 11 
years old. Academic outcomes are excellent and typically 60 
percent of children transfer to RGS for their senior schooling. 
The remaining children join other top independent and state 
schools, both locally and further afield.

The school provides a broad and exciting education preparing 
children for happy and fulfilled lives. From the beginning, 
children are nurtured in a warm and caring environment and 
close relationships are prioritised over everything else. This 
ensures each child feels happy and safe and has the resilience 
to learn from their mistakes – key ingredients of a successful 
education. 

Central to the school’s ethos is a comprehensive wellbeing 
programme, Wellbeing at Heart, designed to help the children 
understand how their bodies and minds work and give them 
the skills to navigate challenges. Chinthurst was a finalist for 
2022 Independent School of the Year for Wellbeing in 
recognition of the success of this approach. Children leave the 
school as well-rounded individuals with an enthusiasm for life 
which is very much a reflection of the Chinthurst spirit. 

Sport is an important part of life at Chinthurst, and school 
teams are extremely successful in a variety of sports. Boys and 
girls choose the sport they want to play and are not 
constrained by gender norms, and the school’s competitive 
teams reflect this gender mix. The children love it, seeing 
themselves as equals on the pitch with no preconceived 
limitations.

Chinthurst was named 2022 Independent School of the Year 
for Sporting Achievement recognising this ground-breaking 
approach to gender and sport. A strong extracurricular 
programme provides additional sporting opportunities, as well 
as a broad range of other popular clubs including dance, drama, 
martial arts and craft. Every child is a member of one of four 
Houses, and this gives them a sense of belonging and peer 
support as well as providing plenty of opportunities for friendly 
inter-house competitions. The school is well known for its 
music, drama and art provision. 

The children gain outstanding marks in LAMDA drama exams 
and there is a strong peripatetic music programme. There are 
many opportunities to perform throughout the year at 
assemblies, musical showcases, and drama productions as well 
as in choirs and ensembles. Standards are always extremely 
high, and the children also enjoy performing in the community 
and at local festivals. A well-equipped art studio allows the 
children to explore their creative potential. The school were 
prize winners in an international art competition for a stunning 
installation that was created by over 100 of the children in the 
Upper School.

CHINTHURST SCHOOL
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JOB DESCRIPTION
The Office Administrator will be a member of the school 
office team and will be responsible primarily for overseeing 
the First’s aid and specific dietary requirements provision 
throughout the school they will also undertake all other 
school office duties as directed by the School Office 
Manager.

The job description is as follows: 

First Aid and Dietary duties including:
•	 To be the lead first aider within the school
•	 To order and track first aid stock
•	 To update the school first aid policy
•	 To communicate to all staff about children’s specific first 

aid or dietary need
•	 To meet with parents and create risk assessments for 

children with specific needs
•	 Prepare first aid bags for trips and fixtures
•	 Track staff training and ensure retraining is booked in a 

timely manner.
General Office duties including:
•	 Completing daily registers
•	 Answering the telephone
•	 Filing and archiving
•	 Dealing with deliveries and storing as appropriate
•	 Communicating daily with parents, pupils and staff on 

school matters 
•	 Setting up and putting away for events including 

creation of signage and programmes
•	 Coordination of co-curricular school clubs
•	 The administration of first aid (training will be given 

where necessary)
•	 Ordering of office supplies and coordination of the 

maintenance office equipment
•	 Booking and, on the day, organising of school 

photographs and flu vaccines
•	 Co-ordinating the School Milk requirements 
•	 Booking of the Church for assemblies and events
•	 Assisting the School Office Manager with the general 

smooth running of the school office
This list is not necessarily exhaustive, however, and the Office 
Administrator will be expected to liaise closely with the 
Office Manager and other members of the School Admin 
team and may be called upon to perform other tasks as 
directed by the Senior Leadership team and Admissions and 
Marketing departments. 

Essential Skills
•	 Ability to handle sensitive information with a high level 

of confidentiality and discretion
•	 Ability to work under pressure and a can-do attitude 
•	 Excellent interpersonal skills and self-awareness
•	 Ability to communicate complex ideas
•	 Ability to demonstrate technical procedures
•	 Flexibility in approach and adaptable to change
•	 A team approach to problem solving
•	 Attention to detail
•	 Ability to organise workload
•	 Knowledge of first aid preferred 
•	 Willing to work flexibly during busy periods and for 

events
•	 Ability to handle multiple, simultaneous tasks in a timely 

fashion
•	 Well-presented, professional appearance and attitude
Technical: sound or a willingness to develop knowledge of:
•	 MS Excel to a good level
•	 MS Word to a good level
•	 First aid training 
Desirable
•	 Experience of secretarial duties, data privacy
•	 Experience of working in an educational setting
•	 Experience of administrative tasks, working with 

databases
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TERMS AND CONDITIONS
•	 This role is term-time, plus 3 weeks to be worked in the 

school holidays. 40 hours per week.
•	 Non-teaching staff at Chinthurst School are 

remunerated according to their own salary scale.
•	 Employees are entitled to join the School’s relevant 

workplace pension scheme.
•	 Lunch is provided free of charge during term time.
•	 Successful applicants will be required to make an 

enhanced disclosure to the Disclosure and Barring 
Services and to complete an Online Pre-Placement 
Medical Questionnaire.

•	 All shortlisted candidates will be required to complete a 
‘Suitability to work with children: self-declaration form’. 
This form must be completed, signed and returned to HR 
prior to the interview taking place.

SAFEGUARDING
This role will involve contact with children. Reigate Grammar 
School is committed to safeguarding and

promoting the welfare of children and young people and 
expects all staff to share this commitment. All applicants 
should read the school’s safeguarding policy (available on our 
website) and are required to declare any criminal convictions, 
cautions or disciplinary proceedings related to young people. 
Applicants must be willing to undergo child protection 
screening appropriate to the post including checks with past 
employers and the Disclosure and Barring Services. Full details 
are given on the application form.

The post is exempt from the Rehabilitation of Offenders Act 
1974 and the School is therefore permitted to ask job 
applicants to declare all convictions and cautions (including 
those which are “spent” unless they are “protected” under the 
DBS filtering rules) in order to assess their suitability to work 
with children.

EQUAL OPPORTUNITIES
Reigate Grammar School is an equal opportunities employer 
and welcomes applications from appropriately qualified 
persons from all backgrounds. We are dedicated to creating 
and sustaining an environment that values individuality and 
difference and celebrates the diversity of both staff and pupils 
by fostering perseverance, tolerance and integrity. We believe 
in equal opportunity for everyone, irrespective of age, 

disability, gender, gender reassignment, marriage or civil 
partnership, pregnancy or maternity, race, religion or belief, 
sexual orientation or socio-economic background. 
Candidates will be assessed against relevant criteria only (i.e. 
skills, qualifications, abilities, experience) in selection and 
recruitment. We know that more diverse teams are stronger 
teams, and that the more inclusive we are, the more our staff 
and pupils will feel a sense of belonging and will thrive.

APPLICATIONS
Applicants are asked to complete the Support Staff 
Application Form and Supplementary Form (which are also 
available on our website) and send them with a supporting 
statement together with a CV addressed to Dawn Holmes as 
soon as possible and by 9.00am on Tuesday 2 June 2026 at 
the latest. Applications will be considered in the order in 
which they are received, and the school reserves the right to 
make an appointment prior to the closing date.

Reigate Grammar School is committed to ensuring that the 
privacy of applicants and employees is protected. The 
School Privacy Notice is available on the school website and 
is included in the application pack and sets out how the 
school uses and protects any personally identifiable 
information that is collected as part of the recruitment 
process.

Within your application letter we would be grateful if could 
indicate where you saw this position, whether it was from 
the TES, Indeed or another source. 

Shortlisted candidates will be invited for interview. 
Interviews with senior staff will explore each candidate’s 
ability to perform the duties of the post, subject knowledge, 
ability to relate appropriately to pupils and colleagues, 
organisational and pastoral skills, and willingness to 
contribute to the school community.

Applications should be addressed to the head of Human 
Resource and sent (by letter or by email) to:

Mrs Dawn Holmes 
Head of Human Resources  
Reigate Grammar School 
Reigate Road, Reigate, RH2 0QS		

01737 222231

hr@reigategrammar.org | chinthurstschool.co.uk

FURTHER INFORMATION
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Chinthurst is situated between the villages of Tadworth and 
Walton on the Hill with easy access to the M25 and excellent 
train links to central London. Both villages are surrounded by 
green belt with Walton and Banstead Heaths, with their vast 
expanses of open space, close by.  The market towns of 
Epsom and Reigate are five miles away and Box Hill, owned by 
the National Trust and part of the stunning Surrey Hills, is in 
close proximity to the school. 

DIRECTIONS
Chinthurst School 
52 Tadworth Street 
Tadworth 
Surrey 
KT20 5QZ

01737 812011

By Road
From the South:

Leave the M25 at Junction 8, follow signs for London A217. 
Carry on over 2 roundabouts and take the second exit on the 
third (5 ways) roundabout. Following a set of traffic lights, 
Chinthurst is 100 yards on the right hand side.

From the North:
Heading South on the A217, take the fourth exit on the 5 
ways roundabout. Following a set of traffic lights, Chinthurst is 
100 yards on the right hand side.

By Rail
Chinthurst School is a short walk from Tadworth train station.

By Air
Gatwick is the nearest airport, only 20 minutes away by road 
and Heathrow is a 40-minute journey. Both have regular 
scheduled flights from UK, European and international 
destinations.

COLLEY HILL REIGATE HILL

NUT WOOD

REIGATE PARK

REDHILL
COMMON

MEAD VALE

WOODHATCH

RUSHETTS FARM

DOVERSGREEN

EARLSWOOD
COMMON

FELLAND
COPSE

BENTING
WOOD

SLIPSHATCH
WOOD

H
ITC

H

INGS W
A

Y

C
H

U
RC

H
 RD

EA
ST

N
O

R
 R

D

CRESC
EN

T
 R

D

HORNBEAM RD

BLACKTHORN  RD

CRON
K

S H
ILL R

D

HIGH TREES ROAD
W

ATERLOW 

EL
M RD

LIN
K

FIELD
 ST

AL
DERS  R

D

WRAY PARK ROADA
LM

A
 R

O
AD

G
R

EEN
 LA

N
E

      MARGERY LANE

GATTO
N B

OTTOM

W
R

A
Y

 LA
N

E

BATTS HILL
      BA

TT
S 

HILL

RAGLAN
 RO

A

D

PA

RK LA
N

E

PARK LANE E
AST

CLAYHALL
 LA

NE

SO
M

ERSET RD

CRONKS HILL

C
H

A
R

T
            LAN

E

SANDCROS S       LAN
E

PRICES LANE

SLIPSHATCH RD

W
H

IT
EH

A
LL

 L
A

N
E

WHITEPOST H
ILL

PENDLETON R

O
AD

S
A

N
D

PIT RD

LONESO
M

E LANE

BU
C

K
L

A
N

D
 RO

A
D

FO
R

T
 LANE

C ARLT
ON ROAD

B
EE

C
H

 R
O

AD

N
U

T
LE

Y
 L

A
N

E
PI

LG
RI

M
’S

 W
A

Y

B ROKES RD

ST
 A

LBA
N

S 

SOMERS RD

MANOR RD

C
O

PP
IC

E 
LA

N
E

T HE C
LE

ARS

C
O

LL
EY

 L
A

N
E

YORKE RD
RUSHWORTH RD

DEERING RD

DOODS P ARK RD

DOODS ROAD

HOLMESDALE ROAD

W
RA

Y

BLANDFORD THE CHASE

ST MARY’S RD

SMOKE LANE

ARBU
T

U
S 

R
D

NEW CAUSEWAY

TILER’S WAY

R
EI

G
A

TE
 H

ILL  A217

LO
N

D
O

N
 R

O
A

D
  

A
21

7
A 217

A
24

2 
 G

ATTON PARK ROAD

A2
42

  C
RO

YD
O

N ROAD

A25

A2044  WOODHATCH ROAD

BLACKBOROUGH ROAD  B2034

A
217       BELL ST

R
EET

           C
O

C
K

SH
O

T H
ILL

A
21

7 
 D

O
V

ER
S 

G
R

EE
N

 R
O

A
D

 

A25              REIGATE ROAD 

A25  WEST STREET            HIGH STREET

M25

M25A
217

DANESH
ILL

  G
A

T
T

O
N

 R
O

A
D

JUNCTION 8

TOWN
CENTRE

REIGATE

5 mins

0 500 1000 METRES

REIGATE
GRAMMAR
SCHOOL

REIGATE
ST MARY’S

HARTSWOOD
SPORTS
GROUND

CHINTHURST SCHOOL

10 mins
ST CHRISTOPHERS SCHOOL

15 mins
RGS SURREY HILLS

MICKLEFIELD
SCHOOL

SCHOOL LOCATION AND 
DIRECTIONS


