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WELCOME FROM THE HIGH MISTRESS 
 

Offering a well-rounded education that is academically 
challenging as well as rich in creative experiences, St 
Paul’s Girls’ School focuses on empowering young women 
to take their place with confidence in a fast-changing 
world and to promoting the overriding importance of 
personal wellbeing, kindness and empathy. 

St Paul’s Girls’ School is an extraordinary school, 
occupying a unique place in the UK. Not only does it 
regularly achieve the best GCSE and A-Level results 
in the country, but it has a truly distinctive ethos, 
focusing our curriculum on nurturing creativity, 
curiosity, and a love of academic discovery. Ours is a 
school full of opportunity where students are 
encouraged to take responsibility, to get involved and 
to broaden their horizons. They are actively engaged 
in service to the community and local partnerships 
abound. Friendships made at St Paul’s often last a 
lifetime. 

The education we offer is classical yet forward-
looking, encouraging students to take risks, think 
ambitiously and play a leading role in the world 

beyond school. It is no coincidence therefore that our 
alumnae count leading scientists, journalists, artists and 
politicians. Among our earliest students was Rosalind 
Franklin, whose brilliant pioneering work was so pivotal 
for the understanding of DNA. She once commented 
that ‘science and everyday life should not be separated’, 
a maxim we truly support.  

A St Paul’s education is rich in its co-curricular 
provision. Music plays an important role. The composer 
of The Planets, Gustav Holst, was Director of Music at 
the school for over thirty years, and his legacy 
continues. Likewise, the quality of drama and art is very 
high indeed and we believe this is crucial to a rich 
education. Sport features strongly too with an emphasis 
on wellbeing and teamwork. Most important of all, 
however, is our belief that all students should receive 
the kindest and most individual of pastoral care, and this 
feature is central to our school. 
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AN INTRODUCTION TO SPGS 
 

St Paul’s Girls’ School (SPGS) is a historic and highly 
successful day school in London, welcoming 
students aged 11 to 18.  

SPGS is a thriving and happy school where students 
can build confidence, integrity, and excellence in a 
caring community environment. The emphasis on 
liberal learning established by the first High 
Mistress, Frances Gray, and Director of Music, 
Gustav Holst, finds expression today in an 
academically adventurous curriculum, which 
encourages intellectual freedom, discovery and the 
joy of scholarship. This is matched by supportive 
pastoral care, a vibrant co-curricular life and a busy 
programme of partnership and service activities, 
which demonstrate the importance of collaboration, 
diversity and inclusion, empowering them to make a 
difference in the world beyond school. 

 
The school’s aims are to: 

• Provide excellence in academic standards. 

• Give students the confidence to enjoy learning 
and the resilience to learn from mistakes.  

• Help each student to: 

- develop their confidence; 

- refine their creative skills; 

- challenge themselves; 

- think independently; 

- empower them to make a difference; 

- be a confident, responsible and generous 
member of the community, and the world 
beyond school.  
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AN INTRODUCTION TO SPGS 
 

St Paul’s Girls’ School was founded in 1904 by the 
Worshipful Company of Mercers as one of the first 
purpose-built schools for girls and was designed by 
the architect Gerald Horsley. 

There are currently around 800 students on roll, 
coming from various (independent and non-
independent) feeder schools, who contribute to a 
lively and diverse student body. All Y7 students are 
placed in small tutor groups to ensure the highest 
standards of pastoral care. We have a retention 
rate of more than 90 per cent of students moving 
from Y11 through to Senior School. 33% of our Y13 
Oxbridge applicants were offered a place for 2021 
entry. 

SPGS prides itself on bringing a well- rounded 
education while challenging the students academically 
at all stages of their secondary life. Alongside 
outstanding academic performance, it has an 
excellent reputation for the creative and performing 
arts; with students contributing to an exciting 
programme of musical and dramatic performances. 

 

 

The school is well accustomed to sporting success on 
the field as well, with hundreds of fixtures played 
throughout the year; indeed, the SPGS sports facilities 
are some of the best offered by a central London 
school.  
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ROLE DESCRIPTION
 

We are seeking a self-motivated HR Assistant to join our team.  You will be highly organised, able to manage a busy 
and varied workload and confident to work on your own initiative. The HR Assistant reports to the Senior HR Advisor 
and is responsible for providing a high-quality HR administrative and advisory service to the school community. 
 
The successful applicant will have experience of working in a busy HR department. The role holder will provide 
dedicated support on a wide range of HR tasks. Ideal candidates will be fully CIPD qualified or working towards 
qualification, with excellent experience of HR administration. A background working within a school or education 
environment would be preferred but not essential. 
 
Job description 
 
HR 
• Providing HR administration support on the employee life cycle 
• Providing HR advice to all staff on HR policies and procedures 
• Attending and taking notes at disciplinary and capability hearings  
• Compiling monthly management data on recruitment, headcount, staffing costs, diversity monitoring, 

leavers, absence management.  This is not an exhaustive list. 
 

Recruitment  
• Ensuring the smooth administration of the recruitment process for all staff vacancies including supporting 

applications and shortlisting, scheduling, and selection activities, liaising with candidates, and obtaining 
references. 

• Supporting appointment procedures for new employees, including fulfilling all checks required under 
employment regulations and guidance provided in KCSIE and the ISI Regulations 

• Liaising with external employment agencies, as required, to secure temporary workers 
• Supporting line managers with the on boarding process 
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ROLE DESCRIPTION 
 

KEY RESPONSIBILITIES 
 

HR Systems – ITrent 
• Working closely with the Project Manager to supporting the implementation of ITrent, including system 

design, user acceptance testing, training  
• Being a super user on the system 
• Being the first point of contact for staff using self-service 

 
Compliance 
• Responsible for inputting to the Single Central Register of appointments to ensure compliance and 

assisting with regular monitoring and pre-inspection audits 
• Maintaining recruitment documentation and personnel files in accordance with the provisions of the 

General Data Protection Regulations and DBS guidelines 
• Liaising with the Pastoral team for all staff safeguarding and other relevant training  
• Working with the Pastoral team and other senior managers to coordinate DBS checks for host families 

and parent volunteers  
• Ensuring all pre-appointment checks are in place and risk assessments are completed if necessary for all 

volunteers/governors/third party employees and other adults working in school in accordance with 
KCSIE and the ISI Regulations 

 
General  
• Assisting with work visa applications as required 
• Providing timely notification to the Accounts team on payroll matters 
• Maintaining accurate HR records, including training records 
• Maintaining records of staff sickness absence and certification 
• Managing and responding appropriately to HR enquiries via telephone and email 
• Scanning, updating and maintaining electronic HR files 
• Any other reasonable duties as required by the Senior HR Advisor, HR Operations Manager, Bursar or 

High Mistress. 
 
 
This job description may be amended from time to time in consultation with the role holder.  As the needs 
of the school change the duties will be adjusted accordingly. 
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PERSON SPECIFICATION 
 

The successful candidate will be committed to the SPGS values and ethos. An organised and efficient administrator with excellent 
communication skills and the ability to bring a positive and professional approach to interactions with a wide range of internal and 
external contacts.  Accuracy and an eye for detail are vital, alongside organisational and time management skills, to ensure deadlines are 
met.  The ideal candidate will display initiative and adaptability, with a ‘can-do’ attitude, and maintain appropriate confidentiality.   
 
Essential: 

• A good all-round education to degree level 
• Experience in HR and recruitment in a busy small to medium-sized business 
• Excellent written and verbal communication, administration skills and a strong attention to detail 
• Strong organisational skills and the ability to work independently, with a highly proactive, flexible and positive 

approach to all duties and responsibilities 
• Proven problem-solving expertise 
• Demonstrate evidence of diplomacy, confidentiality, professionalism and an ability to keep one’s counsel as required 
• Ability to work flexibly to fulfil the requirements of the post 
• Evidence of excellent working knowledge of IT software including Word, Excel, and strong keyboard skills, 

experience of using HR systems (experience of using ITrent would be desirable) 
 

Desirable: 

• Experience working in the education sector and preferably a school or academic environment 
• An understanding of safeguarding practice in recruitment 
• CIPD qualified or working towards completion 

 
 
Reports to: Senior HR Advisor 
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TERMS AND CONDITIONS 
 

The role has the following terms and conditions: 
• Required as soon as possible 
• Fixed-Term until 31 July 2023 
• Full-Time, 40 Hours per week 
• 25 days annual leave (pro-rata), expected to be taken during the school holidays, plus bank holidays 
• Contributory pension scheme 
• Salary between £26,000 - £28,000 per annum (depending on experience) 

 
Benefits Package: 

• Contributory pension scheme 
• Free lunches, tea and coffee 
• Use of school sports facilities during allocated staff times 
• Access to season ticket, cycle and computer loans 

 
Disclosure and Barring Service (DBS) and overseas police checks 
St Paul’s is a “registered body” under the Police Act 1997 because employment here involves access to children 
under the age of 18.  This post will require an enhanced DBS check from the Disclosure and Barring Service 
(formerly Criminal Records Bureau) before we can confirm an offer of employment.  Unless you are a member of 
the DBS Update Service you will need to apply for a new disclosure, even if you already hold one.  Former 
members of staff who are not on the Update Service who re-join us also require fresh disclosures unless less than 
three months have passed between their leaving and their re-employment date.  If you have lived or worked 
abroad for a period of 6 months or more during the past 5 years you will also need to provide appropriate 
paperwork, such as a police certificate of good conduct, from the countries you have lived in. 
 
Safeguarding guidelines 
The post-holder’s responsibility for promoting and safeguarding the welfare of children and young persons for 
whom s/he is responsible, or with whom s/he comes into contact, will be to adhere to and ensure compliance with 
our child protection policy statement at all times. If, in the course of carrying out the duties of the post, the post-
holder becomes aware of any actual or potential risks to the safety or welfare of children at St Paul’s, s/he must 
report any concerns to our safeguarding designated teacher or to the High Mistress. 
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FURTHER INFORMATION AND HOW 
TO APPLY 
 

Please submit applications using the forms provided on our website www.spgs.org/vacancies. 
 
A covering letter addressed to the High Mistress outlining how you match the criteria above must also be 
submitted. In addition, we ask candidates to provide a full curriculum vitae with details of qualifications and 
experience and the names, addresses, telephone numbers and e-mail addresses of two professional referees, one 
of whom should be the head of the applicant’s present or most recent employer. 
 
The school will shortlist applications as they are received and interviews will be arranged on a rolling basis, so early 
application is recommended. We will acknowledge all applications and if you do not receive an acknowledgement, 
it is advised that you e-mail or telephone to confirm that your application has been received. Candidates who have 
not heard further from us within two weeks of the closing date should assume that the post has been filled.  
 
Applications should be submitted before the final closing date.  
 
The appointment will be conditional upon you satisfying the standard employment checks, including references, 
enhanced DBS, health checks, right to work in the United Kingdom, etc. 
 
Closing date:   Wednesday 30 November 2022, 12pm 
Interviews:      Week commencing Monday 5 December 2022 
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http://www.spgs.org/vacancies


 

  
 
 
 

 Contact us to find out more 
 
 hr@spgs.org 
 0207 603 2288 
 St Paul’s Girls’ School 
 Brook Green, Hammersmith 
 London 
 W6 7BS 
 



spgs.org  
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