
Building trust, Empowering communities, Educating all 
 

 
 

We are looking for an organised, welcoming and highly professional 

Administrator to join our busy nursery school team.  

The role involves front and back-office tasks with a focus on HR, 

Procurement and Finance. 

You will play a vital role in creating a positive experience for everyone 

who interacts with our school. This is a fast-paced and varied role 

requiring someone who remains calm under pressure, takes initiative, 

communicates effectively with a wide range of people and has excellent 

attention to detail. For specific details and areas of responsibility, please 

refer to the supporting letter and Job Profile. 

 

No two days are the same, so we are looking for someone who enjoys 

working proactively, solving problems and being at the heart of a busy 

school community. 

 

The role is contracted to 26.25 hours per week, term time only, 

working Monday to Friday 10am – 3.45pm.  
 

Salary based on Surrey Pay Scale S5 £28,546 - £30,581 FTE pro rata,  

 

Closing date: Friday 4th September 2026 

Interviews: Week beginning Monday 7th September 2026 

Start date: As soon as possible after suitable pre-employment checks 

and successful DBS. 
 

 

For further details about the post contact Donna Harwood-Duffy, Executive Headteacher, 

head@dorking.surrey.sch.uk. To download information and application pack visit the website  

www.dorkingnurseryschool.co.uk/job-vacancies  

Please ensure you are able to meet the requirements of the Job Profile and refer to this in your application.  
 

 

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 

 

JOB VACANCY 
 

School Administrator 
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