
 

HOUSESTAFF  
 

 

VACANCY INFORMATION  



 

INTRODUCTION 
 

Thank you for your interest in a position at 

Cheltenham Ladies’ College. In this booklet you will 

find details about the job, department, salary, terms 

and benefits that would apply to you in this role. If 

you would like to know more about College, please 

visit our website www.cheltladiescollege.org  

 

If you have any questions, please contact the HR 

Department on 01242 707308 or by email on 

HR@cheltladiescollege.org.  The HR department is 

open from 8.00am to 5.00pm, Monday to Friday.  

 

We look forward to receiving your application in due 

course. 

 

 

Closing date for receipt of application is Wednesday 

28 October 2020 (12.30pm)   

 

Interviews will take place in the week commencing 2 

November 2020 

THE VACANCY 

 

As a member of the support staff you will be part of 

a large and friendly community of professionals who 

support our girls’ education and experience. Out of a 

total of approximately 700 staff, around 400 are in 

non-teaching roles, which means you’ll join a 

significant team that underpins the success of 

College. 

 

You will be based in our St Hilda’s Sixth Form 

Boarding House where you will be working within a 

team to look after approximately 60 girls aged 16 - 

18 years. As a member of Housestaff you will make a 

significant contribution to the welfare and 

development of the girls; helping create an 

environment where each girl is encouraged to 

develop individual talents and interests and achieve 

her potential. 

 

Key information: 

- 34 hours plus two overnight shifts per week 

- Term time only (35 weeks) 

- Shift pattern involving days, evenings and 

weekends 

- Salary for 34 hours per week, 35 weeks per 

year: £12,688 per annum including holiday 

pay plus an additional allowance of 

£705.50 per annum for two overnight 

duties per week. The exact rota will be 

discussed with you at interview / offer stage. 



 

BOARDING HOUSE STRUCTURE 
AND LIFE 
 
The house is a sanctuary where girls eat, sleep, play, 

relax and study. There is a strong sense of 

camaraderie and family, with girls developing a fierce 

house spirit which manifests itself noisily during inter-

house competitions of all kinds. 

 

Many of our boarders will be leaving home for the 

first time and a number of them have families in 

other parts of the world. Our house system is 

structured to support new boarders to settle in 

quickly, with older girls in a position to nurture 

younger pupils. This ensures that all girls have a 

home from home, where they feel included, 

appreciated and part of a close-knit community.  

 

Currently we have 850 pupils, of whom 670 board 

across six junior (11 to 16 years) and five sixth form 

(16 to 18 years) houses. Most houses accommodate 

between 60-70 girls although one of our sixth form 

boarding houses, (Roderic) houses only 20 girls.  

 

Our day girl community is divided between 3 junior 

houses (all based in the Eversleigh building) and one 

sixth form house (Bayshill).  

 

Through our houses we aim to enhance and 

complement all other aspects of College life.   

 

In particular, we look to enable girls to: 

- grow into independent, confident adults, 

capable of forming mature, fulfilling 

relationships with family and friends and 

becoming contributing members of society; 

- ensure their wellbeing; physical, mental and 

emotional; 

- fulfil their potential intellectually; 

- fulfil their potential in a full and varied co-

curricular programme; 

- find opportunities to develop leadership and 

take on responsibility. 

 

They do this under the watchful eye of dedicated 

and committed professionals within each house. 

 

Each House has its own unique character and many 

of our Housemistresses have young families adding 

to the feeling of the house being a home. 

 

College has been a boarding school almost since its 

inception and for much of our 165 years, some of 

those boarders have come from overseas. We are a 

thriving, global community which celebrates diversity 

and benefits from the education that such diversity 

brings. 

 

We do not offer flexi or weekly boarding and believe 

we benefit from the sense of community that being a 

full boarding school brings. For the younger girls, to 

fill their time at weekends, there is an exciting 

programme of activities and events whilst the older 

girls are kept busy with work, matches and rehearsals 

as well as having time for friends and personal 

relaxation. 

 



 

JOB DESCRIPTION 
 

Objective 

Working within a team to care for and look after up 

to 80 girls, in a Junior (11-16 age range) or a Sixth 

Form House (16-18 age range). Assist the 

Housemistress in the smooth running of the house, 

in accordance with the College aims and guidelines, 

including setting a positive example to the girls; 

coming to know them as individuals whilst treating 

each in a fair and consistent way and maintaining an 

orderly and safe environment where girls feel relaxed 

and supported and where standards of behaviour 

and discipline are of the highest level. 

 

Responsibilities 

 

Wellbeing  

- Set an example to the girls. 

- Be interested and informed about each 

individual in the house. 

- Be approachable, encouraging, discreet, fair and 

sympathetic. 

- Maintain appropriate standards of behaviour and 

discipline amongst the girls. 

- Help maintain an orderly and safe environment. 

- Keep the Housemistress informed of any issues 

concerning the welfare of individual girls or the 

community as a whole; in a timely manner. 

- Deal with minor ailments and carry out basic first 

aid (with reference to Medical Staff). 

- Accompany girls to medical appointments. 

- Accompanying girls on outings. 

- Help with free-time activities as appropriate 

 

 

Operational  

- Welcome and deal with all visitors to the house 

including parents, teaching staff and 

maintenance staff. 

- Assist with the preparation for the undertaking 

of Open Days and other special occasions. 

- Maintain standards of tidiness, cleanliness and 

good housekeeping (supported by domestic 

staff). 

- Undertake laundry duties; including sorting and 

bagging laundry and liaising with the laundry 

department. 

- Participate in normal house routines such as 

mealtimes, security procedures, fire practices etc 

- Attend house meetings (at least once every Half 

Term). 

- Lifting and turning mattresses in order to rotate 

them and change mattress covers (sometimes 

necessitates climbing onto bunk beds) 

- Lifting and placing suitcases and trunks (up to 

20kg in some cases) on occasion. 

- Moving furniture such as sofas, tables and chairs 

in order to allow girls to have space for activities 

or to replace them after girls have moved them  

- Lifting and carrying laundry bags full of both 

clean and dirty laundry (up to 20kg). 

 

Administrative 

- Take accurate messages by phone and email 

and undertake associated activities. 

- Undertake general administrative tasks 

including maintaining records; using the 

school’s intranet system, college database and 

outlook. 



 

PERSON SPECIFICATION 
 

The person specification focuses on the knowledge, skills, experience and qualifications required to undertake the 

role effectively. It is expected that the successful applicant will have and can demonstrate: 

 

 
 

E = Essential 
D = Desirable 

QUALIFICATIONS AND TRAINING 

- Previous experience of working within a school or care setting  

 

 

D 

KNOWLEDGE, SKILLS AND EXPERIENCE 

- Good administrative skills and working IT knowledge (word, excel, outlook) with a 

willingness to update these as the role requires 
- Quickly build rapport and easily establish relationships with parents’ girls and colleagues; 

relate well to different types of people, listens and get on with them; focus on other’s needs 

and work hard to meet them 

- Communicate effectively, both verbally and in writing, adapting style to suit the audience 

- Develop effective and supportive relationships with colleagues 

- Organise time effectively, create work schedules, prioritise workload and meet deadlines 

- Follow directions and to respect policies and procedures 

- Remain calm and self-controlled under pressure 

- Flexible approach to work, able to adapt to changing demands and conditions 

 

 

E 

PERSONAL QUALITIES 

- A positive interest in working in a care environment 
- The nature of the role requires a good level of physical fitness and stamina in terms of the 

type and hours of work (including lifting of loads of up to 20kg) 

 

 

 

E 

Committed to the safeguarding of children E 



 

BENEFITS OF WORKING AT CLC  
 

PENSION SCHEME: College currently offer a 

contributory pension scheme through Legal and 

General with 5% employer / 5% employee 

contributions 

 

WELLBEING: Membership of our Health & Fitness 

Centre is available at minimal cost for yourself and at 

a reduced rate for your family. Facilities include a 

pool, fitness suite, sports hall and tennis courts. Yoga 

and Pilates exercise classes are available after work 

and at lunchtime at no cost.  

 

CYCLE TO WORK SCHEME: Providing a tax-free 

salary sacrifice scheme 

 

HEALTH CASH PLAN: Company funded health 

cash plan – bronze level. This includes access to a 

free and confidential advice line 

 

DISCOUNTED FEES: A two-thirds discount on 

College day fees (or pro-rata if you work part-time) 

 

PROFESSIONAL DEVELOPMENT: College 

supports continuous professional development 

 

SUBSIDISED RESTAURANT: Use of a subsidised 

restaurant. Other refreshments are available at no 

cost 

 

LIBRARY: College has two libraries and all staff 

become a full borrowing member on joining 

 

EVENTS: Access to College and other sponsored 

events  

 

SAFEGUARDING 

You will be required to become familiar with 

College’s Safeguarding policy and comply with its 

requirements to safeguard and protect the welfare of 

children. 

 

You will be asked to read and understand the 

following documents: Child Protection Policy, Staff 

Code of Conduct, Keeping Children Safe in 

Education (KCSIE) and Relationships between 

Adults and Girls in College. All staff undergo 

mandatory training on the safeguarding arrangements 

in College that covers the Child Protection Policy 

and the identity of the Designated Safeguarding 

Lead. 

 

All employment offers are made subject to checks in 

line with the Independent Schools Inspectorate.  

These include (some of which are dependent upon 

the role and the individual) the following: clearance 

from the Disclosure and Barring Service, Barred 

list/List 99 check, DfE barred list checks, overseas 

police check, evidence of identity and right to work in 

the UK, satisfactory references, previous employment 

history check, medical clearance, evidence of 

qualifications. 



 
 

  



 

 

 


