
 

 

INTERNATIONAL SUMMER SCHOOL 

ADMINISTRATOR 

 
 

PART-TIME/TERM TIME ONLY/PERMANENT 
 



 



THE SCHOOL 
 

Sedbergh School, founded in 1525 by Roger Lupton, Provost of Eton, is an Independent Co-educational 

Boarding School. The Headmaster is a member of the Headmasters’ and Headmistresses’ Conference. 

Set in the spectacular Yorkshire Dales National Park, the School also benefits from fast motorway and 

rail access to the rest of the UK.  

 

The School is a vibrant, demanding and supportive community which encourages pupils and staff to be 

involved in as broad a range of activities and interests as possible. Art, Drama and Music are especially 

strong, and the School has a national reputation for Sport. Sedbergh has its own Prep School, located 

approximately nine miles away at Casterton. 

 

The Headmaster, Mr D J Harrison MA(Cantab), has overall responsibility for both Schools and is 

supported by a number of senior managers.  Mr W R Newman BA(Ed) MA, is the Headmaster of 

Casterton, Sedbergh Prep School.  

 

The Chief Operating Officer (COO), Mr P S Marshall, is responsible to the Headmaster and Governors for 

the management of all administrative and support staff. The COO has responsibility not only for the 

finances of the School, but also for the extensive land and buildings, maintenance department, grounds 

& gardens, catering, housekeeping & domestic staff and all other support staff, as well as running the 

commercial trading arm of the School, Sedbergh School Developments Limited (SSDL). 

 

 

 

 



OUR LOCATION 

 
Only 90 minutes driving from almost every major 

city in the North, Casterton, Sedbergh Prep School 

is a world away from the temptations and 

pressures of urban life. 

 

 
By Air 

Casterton is within 90 minutes of the international 

airports of Manchester, Leeds, Liverpool and 

Newcastle. 

 

By Rail 

There are direct trains from London within 2 hours 

40 minutes. 

 

Location 

Casterton, Sedbergh Prep School is under 10 miles 

from the M6, giving fast motorway access to 

Scotland, the Midlands and the South. 

 

Approaching from the North East 

The recommended route is either the A1 and A66 

from Scotch Corner or, if living further south, the 

A65. The A684 through the Dales is beautiful, bet 

very much slower. 



 

 

 

 

 

 

 

 

““A School with a very 

special atmosphere 

and sense of family” 
 

Welcome to the fold 



SEDBERGH INTERNATIONAL SUMMER SCHOOL (ISS) 
 

Sedbergh International Summer School (ISS) is owned and operated by Sedbergh School.  

 

In 2023, the course will run from 4 July to 12 August. The course will commence on the Sedbergh 

campus (4 – 22 July) and move to the Casterton campus (22 July – 12 August). We expect to welcome 

up to 250 students, aged 8-17, from a wide variety of different countries. 

 

We are now seeking to appoint an energetic and experienced administrator to join the SSDL team on a 

part-time, term time only basis.  

 

DUTIES 
 
The ISS Administrator will be responsible for ISS administration and will work closely with the ISS 

Director, ISS Operations Director, as well as operational staff to plan, promote, administer and deliver 

the International Summer School.  

 

The duties will be wide and varied and will vary according to the time of year.  However, they will include 

the following: 

 

 To be a central point for management of enquiries, ensuring timely, accurate and complete 

provision of information to ISS staff, parents and students. 

 To provide administrative support to the ISS Director. 

 To research, make bookings and payments for all ISS activities and excursions. 

 To liaise with other areas of the School regarding course logistics. This will include: catering, 

cleaning and housekeeping, House staff and the SSDL Director, to co-ordinate shared access to 

the sports hall, pool and sporting facilities. 

 To work closely with the Transport Manager regarding airport transfers and travel arrangements 

for excursions and off campus activities. 

 To develop and implement effective systems to provide efficient, accurate and timely running of 

the ISS office during the Course, including: accounting, production of student reports, storage 

and distribution of student documentation and pocket money. 

 To produce reports from the ISS database, as required, for travel, roll calls, special requests or 

medical conditions. 

 To order books and stationery as advised by Director of Studies or Course Directors.  

 To liaise with HR regarding advertisements, interview schedule and appointment of ISS staff. 

 To provide assistance with processing ISS bookings and enquiries, when required. 

 To assist with production of documentation and co-ordination of schedule for student and staff 

induction programmes. 

 In conjunction with the Operations Director, to ensure that appropriate legislation, regulatory 

requirements and risk assessments are fully met and relevant policies are developed and 

maintained. 

 To manage an efficient system for the administration of pocket money.   

 To manage a system for safe storage of student documents in ISS office. 

 To manage and reconcile petty cash. 

 To ensure that AHSMs and ISS Directors are informed of all medical conditions, as well as specific 

pastoral needs; 

 To issue weekly lists showing arrival and departure information, weekly lists of students, 

weekend timetable/numbers for catering and housekeeping staff, and to inform staff about 

forward numbers. 

 

 

 



PERSON SPECIFICATION 
 

Essential Criteria 
 A minimum of 3 years’ administrative experience. 

 Familiarity with MS Word, Excel and databases. 

 Proven ability to deliver an outstanding level of customer service, with a comfortable and 

reassuring manner. 

 Outstanding organisational, administrative and communication skills. 

 The ability to work under pressure and manage competing demands. 

 Flexibility and a positive attitude at all times, with a good sense of humour. 

 

Desirable Criteria 

 The ability to speak other languages is an advantage. 

 Previous Summer School Experience. 

 

SAFEGUARDING RESPONSIBILITIES 
 

Safeguarding the welfare of children is of the highest priority to Sedbergh School. Sedbergh School is 

committed to safeguarding and promoting the welfare of children and expects all staff to share this 

commitment. The role holder will be expected to support this approach in the context of their role and 

to adhere to and ensure compliance with the School’s Safeguarding policies and procedures at all times. 
 

If, in the course of carrying out their duties, they become aware of any actual or potential risk to the 

safety or welfare of children in the School, the role holder must report any concerns to the School’s 
Designated Safeguarding Lead or to the Headmaster. 

 

All staff within Sedbergh School must demonstrate the willingness to participate in safeguarding training 

appropriate to the level of responsibilities of their role. Every employee of the School has a responsibility 

to: 

 

 Protect children from abuse; 

 Be aware of the School’s safeguarding procedures; 
 Know how to access and implement the required procedures; 

 Keep a sufficient record of any significant complaint, conversation or event; 

 Report any matters of concern to the Designated Safeguarding Lead; 

 Attend annual in-service training provided by the School. 

 

 

 

 

 
 

 
 

 



SALARY AND CONDITIONS 
 

The working hours for this role will be Monday to Friday, 20 hours per week, term time only. Some 

flexibility may be required to meet the demands of the course. The hourly rate will be £11.44. The role 

is available from 20 February 2023.  

 

APPLICATION AND APPOINTMENT PROCESS 
 

If you would like to be a part of our team and make the most of this fantastic opportunity, or for informal 

enquiries about the role, please contact the HR Department on hradmin@sedberghschool.org.  

 

All applicants must submit a School application form giving the names of two referees. A supporting letter 

and CV will also be welcome in addition.  

 

Applications may be sent electronically to: hradmin@sedberghschool.org and receipt will be 

acknowledged by email. 

 

Diversity – the School is fully committed to the principles of equal opportunity, diversity, and inclusion. 

Sedbergh School does not discriminate on the grounds of gender, disability, age, sexual orientation, marital 

status or racial ethnic or national origin and applications are welcome from a diverse range of 

backgrounds. 

 

The closing date for applications is Monday, 13th February 2023.  

 

Due to the needs of the School and the department, we may interview suitable candidates before the 

closing date. This job may also close early if a large number of applications are received. You are advised 
to submit your application as early as possible to avoid missing your chance to apply.  

 

We look forward to hearing from you. 

 

 

mailto:hradmin@sedberghschool.org
mailto:hradmin@sedberghschool.org


 

 

 

 

 

 

 

 

 

 

Sedbergh School is committed to safeguarding & protecting the welfare of children. Applicants 

must be willing to undergo child protection screening appropriate to the post, including checks 

with past employers and the Disclosure and Barring Service. 

 

Registered Charity No 1080672 


