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KEY RESPONSIBILITIES

• Manage personnel records (paper files, 

online folders and iSAMS) and 

undertake periodic compliance checks 

of  such records;

• Ensure compliance with DfE safer 

recruitment processes; including 

requests for, receipt of  and verification 

of  references and carrying out pre-

employment checks

❖ Prepare new starter Induction Packs, consulting 

with the Head regarding any updates required, 

and upload contents to Senior and Prep School 

Firefly

❖ Ensure that the School's Sponsorship 

Management system, including Tier 2 visa 

requirements.

❖ Track probationary periods and fixed term 

contracts

❖ Ensure return to work interviews with line 

managers take place

❖ Draft/handle confidential, personnel related 

correspondence for the Head/Bursar
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HR Officer

The HR Officer is part of  the Bursary team, 

reporting to the HR Manager for a range of  

HR related duties

Key Areas of Responsibility

❖Manage the processes for external and

internal recruitment and selection,

including, but not limited to, the following:

• Produce advertisements, job 

descriptions and person 

specification, assist in the 

shortlisting processes and the 

preparation of  interview schedules 

and the provision of  packs for 

interview panels;

• Check documentation at interview 

stage and carry out tours for 

candidates;

• Produce and send out offer letters, 

contract and related documentation 

and ensure that relevant 

information is received and filled;
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KEY RESPONSIBILITIES cont'd AND SKILLS

❖ Liaise with the Payroll Coordinator in 

respect to new starters, leavers and any 

change in a member of  staff's 

employment conditions that relate to 

payroll processing

❖ Liase with the Payroll Coordinator and 

Head regarding teaching staff  annual 

threshold applications and coordinate the 

process

❖ Manage DBS process

❖ Manage Occupational Health referrals

❖ Maintain records for absences 

and annual leave

❖ Maintain and update employee files

Other

• Provide cover for the Payroll Coordinator in 

his/her absence

• Undertake projects and any 

additional duties, as required by the Bursar, 

Director of  Finance & HR.

Knowledge and Skills

• ISAMS, Sage Pay, Excel and Word

• HR experience (payroll experience 

would be helpful)

• Attention to detail and accuracy

• Good time management and the ability 

to priortise workload

• Excellent customer service with clear 

verbal and written communication 

skills

• Confident liaising with all members of  

seniority

Work closely with:

• Bursar

• Director of  Finance & HR

• HR Manager

• Payroll Coordinator
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APPLICATION PROCESS AND TERMS & CONDITIONS

Please submit applications by email

(recruitment@ibstockplaceschool.co.uk) as soon

as possible using the form provided; together

with a detailed curriculum vitae with details of

qualifications and experience and a covering

letter addressed to the Head.

Please note that applications will not be

considered if the names, addresses, telephone

numbers and email addresses of two

professional referees are not included. The

School will invite short-listed candidates to the

campus for interview. Candidates who have not

heard from the School within two weeks of

submission of their application should assume

that they have not been short-listed. Closing

date is 12 noon on Friday 10 December, but

applications will be considered on receipt and

therefore an early application is essential.

Ibstock Place School reserves the right to make

an appointment before the closing date.

Ibstock Place School is committed

to safeguarding and promoting the welfare

of children and young people and expects all

staff and volunteers to share this commitment.

To that end, it is an offence to apply for this

position if you are barred from engaging in

regulated activity relevant to children. The

School's Child Protection Policy can be

found here.

(www.ibstockplaceschool.co.uk/senior-

school/about-us/school-policies/)

Ibstock Place School is a “registered body”

under the provisions of the Police Act 1997

because employment here involves access to

children under the age of 18. This post will

require an enhanced criminal record certificate

from the Disclosure and Barring Service

(DBS) before we can confirm an offer of

employment. Former members of staff who

re-join the School also require fresh disclosures

unless less than three months have passed

between their leaving and their reemployment

date. The post is also subject to receipt of two

satisfactory written references and

documentary evidence of qualifications. This

position is exempt from the rehabilitation of

Offenders Act 1974 and the amendments to

the exemption orders 1975, 2013 and 2020.
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http://www.ibstockplaceschool.co.uk/senior-school/about-us/school-policies/
http://www.ibstockplaceschool.co.uk/senior-school/about-us/school-policies/
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TERMS & CONDITIONS cont'd AND THE SCHOOL

The School

Ibstock Place School, founded in 1894 in

Kensington as one of the first kindergartens

in the country and the Demonstration School

of the Froebel Institute, has been located at

Ibstock Place in Roehampton since 1946. It is

a friendly and happy school with a distinctive

atmosphere where pupils have breadth of

opportunity and respect for the diversity of

achievement. In the younger years the School

supports a local population and from the age

of 11, the catchment area extends.

The School, occupying a ten-acre site on

both sides of Clarence Lane, is divided into

two departments, the Preparatory

Department, 4-11 years (including the Pre-

Prep, catering for children 4-6 years), and the

Senior School 11-18 years.

Ibstock Place School is over-subscribed and

there is assessed entry at the age of four for

Kindergarten (Reception). There is a

competitive entry examination at the age of

eleven and most pupils in the Prep School

proceed on into the Senior School.
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Successful applicants will need to

provide confirmation of permission to work in

the UK. Please note that under the

Immigration Asylum and Nationality Act 2006,

Ibstock Place School has an obligation to

ensure applicants have the right to work in the

UK prior to commencement of employment

(this is carried out at interview stage; if

applicants fail to produce the required original

documents prior to commencement of work

for the School, or if it is found that those

documents do not meet the legal requirement,

an offer of employment will be withdrawn).

All staff are required to refer to their individual

responsibilities as defined in the IPS Health and

Safety Policy and ensure they are competent to

implement them and agree to abide by them.

Staff health, safety and welfare at work are

protected by law. Ibstock Place School has a

duty to protect staff and to keep them

informed about health and safety. Staff have a

responsibility to look after themselves and

others. If there is a problem, employees are

expected to discuss it with their line manager

immediately and report it to the School’s

Estates Manager.
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THE SCHOOL cont'd

Our goals for our pupils are threefold:

• Intellectual: an inquisitive and imaginative

mind which gives pupils the confidence to

think for themselves, to challenge ideas and

to make well informed decisions about their

present and future

• Personal: healthy, resilient young people with

the determination, ambition and self-

confidence to pursue excellence in all they do

• Social: honesty, integrity, a genuine sense of

tolerance, courtesy and respect

We do this through:

• Challenging and inspirational teaching across

a broad curriculum

• Extensive co-curricular opportunities

• A pastoral programme that monitors each

pupil’s development

• A social awareness programme at home and

abroad

• Preparation for higher education and the

world of work
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Developments in the School have been

significant since the opening of the Senior

Department in 1976 and over the last sixteen

years, construction has included a building for

the Preparatory Department (Macleod House),

a Sports Hall, New School, a significant

building housing a new library, science

laboratories and numerous classrooms and a

Theatre completed in December 2015. We

opened our new Refectory in January 2020.

Underpinning our approach to the promotion

of effective learning is a belief that pupils

learn best when they actively process what

they are learning. This approach aims to build

pupils’ understanding, and teachers work

continuously to develop ways to support our

pupils in their endeavours. In this sense, our

approach to teaching and learning is constantly

evolving, taking as its frame of reference the

latest findings in psychological and

pedagogical research and also from the longer

view of history and its venerable dialogue on

the makings of a ‘good education’.
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LIVING AND WORKING IN SOUTH WEST LONDON

Ibstock Place School enjoys an exceptional

location adjacent to Richmond Park in one of

the greenest and safest parts of London. Many

classrooms and offices in the School have views

of the Park or, indeed, of our own beautiful

Orchard.

The School is near to many bustling local

communities such as Barnes, Sheen, Putney and

Wimbledon. Many members of our community

live locally, drawn to the area by its mixture of

village-style life and proximity to Central

London. As well as Richmond Park, this part of

London also benefits from the verdant expanses

of Putney Heath and Wimbledon Common.

Many of our staff enjoy cycling to work and we

have facilities for the secure storage of bicycles.

The closest railway station is Barnes,

approximately 10 minutes from Clapham

Junction or 15 minutes from London Waterloo.

The area is also well served through public bus

routes.

Although property prices are high in the

vicinity of the School, there are still many

affordable options within walking or cycling

distance.

Many staff choose to live slightly further

away in areas such as Clapham, Earlsfield,

Ealing and Twickenham. Our proximity to

the A3, with its link to the M25, also makes

commuting from Surrey eminently possible,

with many colleagues driving each morning

from Esher, Epsom and Ashtead.
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Clarence Lane

Roehampton

London

SW15 5PY

020 8876 9991


