www.dorkingnurseryschool.co.uk
West Street, Dorking, Surrey RH4 1BY tel: 01306 882397
email: admin@dorking.surrey.sch.uk

Tuesday 25" August 2026

Dear Applicant

Re: School Administrator

Thank you for your interest in our vacancy working front and back of house as School
Administrator at Dorking Nursery School. | enclose an application pack for candidates, which
contains information about the position of School Administrator, Job Profile and an Application
Form. This role is based in our front school office, supporting families, visitor and professionals,
as well as having specific responsibilities for Human Resources and coordinating the
procurement of resources, equipment and consumables across the school. Please note that the
specific roles and responsibilities of our admin team are reviewed regularly and change
depending on the needs of the school.

What We Can Offer
o The opportunity to make a real difference to children and families in the local community.
e A warm, supportive and welcoming team environment.
« Meaningful work at the heart of a highly regarded nursery school.
e Opportunities for professional development and training.
o A varied and rewarding term time role where no two days are the same.
e A strong commitment to staff wellbeing and work-life balance.
« The chance to work alongside experienced and dedicated early years professionals.
e Local Government Pension Scheme membership.
o Access to employee wellbeing support and assistance programmes.
e A values-led organisation built on Trust, Community and Education.

I hope you will be able to take advantage of the opportunity to find out more about us from our
website prior to submitting your application. We would welcome the opportunity to show you
around if you are keen to see the school, please email admin@dorking.surrey.sch.uk to
organise this.

Please complete the application form fully, addressing the items on the Job Profile in your
supporting statement. Please also check that you have given details of your referees, one of
whom should be your current or most recent employer, and another should be someone who is
able to comment on your performance at work from a position of responsibility, not as a peer.
Please be aware that if you are offered an interview, we will take up references at this stage.
Note that CVs will not be accepted as applications. The role is working, Monday to Friday, term
time, 10am — 3.45pm. Surrey Pay Scale S5 £25,546 - £30,581 pro rata.

The closing date for receipt of completed applications is Friday 4" September, 12 noon.
Interviews will be held as soon as possible after shortlisting.

Please return completed applications to assistantfinance @dorking.surrey.sch.uk. Thank you
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mailto:admin@dorking.surrey.sch.uk

very much for your interest. | wish you success with your application.

Yours sincerely

Donna Harwood-Duffy
Executive Headteacher

The nursery school is committed to safeguarding and promoting the welfare of children, young people families and carers and expects all staff and volunteers to
share this commitment. The nursery school is committed to safeguarding and promoting the welfare of children, young people, families and carers and expects all
staff and volunteers to share this commitment. This post exempt from the Rehabilitation of Offenders Act 1974 and is subject to an Enhanced Disclosure and
Barring Service (DBS) check, barred list check, online searches, satisfactory references and other pre-employment checks in line with Keeping Children Safe in
Education and the EYFS Safeguarding and Welfare Requirements
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