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BACKGROUND
The Royal Hospital School (RHS) was founded in 
1712 in Greenwich, London, to ’improve navigation’ 
through education and, as it prepared boys for a 
life at sea, many went on to become explorers and 
pioneers of their time. Today, it is one the region’s 
leading co-educational boarding and day schools for 
11 to 18-year-olds set in 200 acres of beautiful Suffolk 
countryside overlooking the River Stour.

Over the past 10 years, the School has grown in 
popularity and reputation, positioning itself as the 
school of choice for parents seeking an outstanding 
all-round and full education for their children, 
enriched by a unique naval heritage.

The School is part of the Crown Charity, Greenwich 
Hospital, and receives support for the children of 
serving or retired Royal Navy and Royal Marines 
personnel through the provision of seafarers’ bursaries. 
In addition, a partnership with the Royal National 
Children’s Springboard Foundation and the start of a 
bursary endowment fund has enabled the School to 
widen access to families who would not otherwise be 
able to afford an independent school education.

In 2006, day pupils were accepted for the first time 
and recruitment extended to international pupils. 
The School has maintained its numbers well despite 
the challenges of Covid: In September 2020, the roll 
was 712 pupils and current forecasts are predicated 
on sustaining this number with an equal number 
of boarders and day pupils. The recruitment of 
international pupils is focused on a broad diversity 
through a network of valued educational agents. 
There are currently around 100 pupils from 27 
different countries in the school.

JOB DESCRIPTION
REPORTS TO:  
DEPUTY HEAD (ACADEMIC)

LINE MANAGES: 
Pupil Data Manager and Academic Administrator

THE ROLE
The Director of Academic Systems will be responsible 
for the smooth running of the School’s key academic 
processes including responsibility for the School’s 
Management Information Systems, the deployment 
of teaching staff within the timetable, internal 
examinations and reporting. The successful appointee 
will be an outstanding classroom practitioner with 
a strong academic vision, excellent interpersonal 
and organisational skills and the ability to lead and 
motivate others.

The school employs a Data Manager who is 
responsible for the inputting and checking of data 
into our Management Information System (iSAMS). 
The same member of staff is also the Academic 
Administrator, undertaking administrative work 
relating to the organisation and managment of 
internal examinations and reporting.

The Director of Academic Systems will work alongside 
the Director of Learning to support the Deputy Head 
(Academic) in establishing the academic direction and 
continued academic success of the School.

The role will be as part of the Senior Management 
Team with associated pay and responsibilities. It is a 
requirement of the role to live on site for the better 
performance of his/her duties.
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MAIN TASKS: 
TIMETABLE

•  Have overall responsibility for the allocation 
of teaching staff and the construction of the 
timetable;

•  Advise the Deputy Head (Academic) and the 
Headmaster on the School’s teaching staff 
requirements for the following academic year 
including identifying timetable efficiencies;

•  Design and produce an effective timetable that 
meets the School’s and department needs in the 
relevant programming software and import it into 
the School’s Management Information system, in a 
timely fashion;

•  Work with the Deputy Head (Academic) to resolve 
mid-year changes of staffing;

•  Liaise with the Director of Learning to produce and 
publish prep timetables for pupils in Years 9 and 
10.

OPTIONS 

•  Have overall responsibility for the options process 
and resulting actions;

•  Liaise with the Deputy Head Academic and 
Heads of Year/Head of Sixth Form regarding 
communication of options information to pupils 
and parents, and running of subject information 
events/taster sessions;

•  Collect and collate pupil A level, GCSE and Year 
9 choices information from current and incoming 
pupils;

•  Construct educationally coherent options blocks, 
that provide maximum choice for pupils whilst 
ensuring that these are achievable from a staffing 

perspective;

•  Deal with parent concerns and complaints 
regarding options, in liaison with the Heads of 
Year/Head of Sixth Form;

•  Manage the allocation of pupils into classes for 
options subjects at KS3 and KS4;

•  Support the Deputy Head Academic in producing 
literature relating to the curriculum and options.

IS SYSTEMS

•  Have responsibility for the use and development 
of the School’s Management Information system 
(iSAMS), and an excellent working knowledge of 
this and the parent portal (MSP), working with the 
School’s Software Analyst and Data Manager for 
the best development and use of these systems;

•  Contribute to the School’s IS Strategy.

EXAMINATIONS, ASSESSMENT AND 
REPORTING

•  Have overall responsibility for timing and 
schedule of internal examinations including 
mock examinations (working with the Academic 
Administrator) and the collection and reporting of 
the results;

•  Arrange reporting deadlines in liaison with the 
Deputy Head (Academic);

•  Have overall responsibility for the Schools 
reporting system (working with the Academic 
Administrator), including the schedule, timing, 
contents and quality control.
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PARENTS MEETINGS

•  Have overall responsibility for the organisation of 
parent consultations, working with the Academic 
Administrator and relevant Head of Year / Head of 
Sixth Form.

CALENDAR

•  Liaise with the Deputy Head (Academic) and 
Assistant Head (Co-curricular) to ensure that all 
academic systems are correctly scheduled in the 
Key Academic Dates and school Calendar.

STAFF

•  Line manage the Pupil Data Manager & Academic 
Administrator;

•  Appraise a number of middle leaders as appointed 
by the Deputy Head (Academic); 

•  Assist the Deputy Head (Academic) in conducting 
Department Reviews including providing the 
observation schedules;

•  Provide other assistance to Heads of Department 
as required/requested;

•  Assist the Headmaster and Deputy Head 
(Academic) in the recruitment of teaching staff as 
required;

•  Contribute to staff INSET and the induction of new 
teaching staff.

OTHER

•  Contribute to the strategic direction of School 
and make regular contributions to SMT meetings, 
supporting the academic culture and looking for 
ways to continually improve pupil outcomes;

•  Identify areas for improvement with the School’s 
academic systems and research and implement 
changes under the management of the Deputy 
Head (Academic); 

•  Undertake discrete projects in support of the work 
of the Senior Leadership Team (SLT)

•  Work with the Deputy Head (Academic) in the 
preparation for and response to ISI inspection;

•  Attend and contribute to Governors Education 
Sub-Committee meetings as required;

•  Attend steering group meetings;

•  Share with the Second Master and other members 
of SMT, daily duties, including 7-days a week 
availability to cope with emergencies, and 
undertake any further tasks as directed by the 
Headmaster.
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PERSON SPECIFICATION

ESSENTIAL DESIRABLE

QUALIFICATIONS •  A good Honours degree

•  Evidence of commitment to CPD

•  QTS

EXPERIENCE •  Ability to contribute to the school’s
academic curriculum.

•  Teaching experience at secondary
level.

•  Experience of managing staff.

•  High degree of IT literacy, including
Excel.

•  Evidence of initiative and
implementation

•  Evidence of problem solving and
attention to detail.

• Timetabling experience.

•  Experience of managing whole
school events.

•  Knowledge of iSAMS.

•  Leadership experience at a whole
school level.

•  Experience of working in a
boarding school.
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CHARACTERISTICS 
AND SKILLS

The Director of Academic Systems of the Royal Hospital School will:

• Have experience of management; preferably with responsibility of working with
and through staff;

• Have an appreciation of the whole school perspective on all matters and
demonstrate balance;

• Demonstrate an ability to plan ahead and be proactive in implementing
effective solutions

• Be a dynamic, ambitious and resilient person with the capacity and willingness
to work hard and at times under-pressure;

• Be diplomatic; confident in holding a position as well as sensitive to individuals
and as a result command respect from pupils, parents and colleagues;

• Have strong presentational and communication skills with pupils, parents and
the wider school community;

• Have excellent interpersonal skills;

• Be able to think creatively and with proven ability at problem-solving;

• Have a high attention to detail;

• Able to use time effectively in meeting deadlines as well as making time to
think strategically;

• Have stamina, resilience and a sense of humour;

• Be loyal and discreet, understanding and observing the need for
confidentiality;

• Be in tune with the Mission of The Royal Hospital School;

• Have the ability to work effectively within the School Management Team;

• Have a proven track record of teamwork and initiative;

• Have high personal and professional standards;
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THE BENEFITS
The Royal Hospital School is a caring employer and 
is fully committed to the development of its staff. 
Recent examples include supporting colleagues 
wishing to complete a master’s degree. There is a 
broad internal Inset programme and the School has 
invested heavily in technology to be at the forefront of 
digital education.

The School prides itself on the welcoming and 
inclusive staff community and many teaching staff live 
on site. RHS has its own pay scale and children of staff 
are eligible for a subsidised fee remission (currently 
66%), subject to the normal admissions criteria.

The gross annual salary will be competitive and will be 
commensurate with the experience of the successful 
candidate. The conditions and expectations are outlined 
in the standard contract, the job description for the 
Director of Academic Systems and the Code of Conduct 
for Teachers.

All members of staff have access to the School’s 
sports facilities which include a swimming pool, fitness 
gym, tennis and squash courts and a golf course.

Meals are available to staff during term time.

The post is pensionable through the Teachers’ 
Pension Scheme.

HOW TO APPLY
Further details of this position can be downloaded 
by visiting www.royalhospitalschool.org/vacancies 
or by contacting the HR Manager on recruitment@
royalhospitalschool.org or 01473 326200 

Applicants should submit a copy of the School’s 
application form along with a covering letter of no 
more than one side, including details of two referees.

The Royal Hospital School would like the  
successful candidate to commence employment 
for Wednesday 1 September 2021. 

INTERVIEW TIMETABLE
The deadline for applications is  
Monday 30 November 2020 at 12noon

Interviews will be held  
Tuesday 8 December - Wednesday 9 December 2020

The Royal Hospital School is committed to 
safeguarding and promoting the welfare of  
children and young people and expects all staff 
and volunteers to share this commitment.  
The successful candidate will be subject to  
a DBS check and references.
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