
 

 

 

Sherborne School (SS) is a boys’ independent school situated in the shadow of Sherborne Abbey. Founded by 

Royal Charter in 1550, the school has roots going back to the origins of the See of Sherborne in 705. There 

are eight boarding houses containing a total of about 600 boys (aged 13-18). 

Sherborne International (SI) was set up by Sherborne School as a separate facility to enable overseas boys 

and girls aged 11 to 17 to be prepared linguistically, culturally and educationally before joining independent 

British Schools. 

For the purposes of this document the two are collectively known as the Schools. 

 

The Schools together form an extraordinary community with a rich heritage and ambitious outlook.  The 

students are talented, engaged and interesting, and staff are likewise. 

 

JOB DESCRIPTION 

 

Sherborne School Recruitment and Selection Policy Statement 

Sherborne School is committed to safeguarding and promoting the welfare of children and young people and 

expects all staff and volunteers to share this commitment.  Applicants for this post must be willing to 

undergo child protection screening, including reference checks with previous employers and a criminal 

record check with the DBS. 

 

Job Title: Short Course Officer 

Location: Sherborne International, Sherborne School  

Line Manager: Director of Short Courses 

Hours of Work: 37.5 hours per week, 9.00am to 5.00pm (less 30 minute unpaid break each day) 

Monday to Friday. There will be occasions when this will require out of hours 

work during peak periods, especially during the short courses themselves.  

Holidays: 5 weeks holiday per year + Bank Holidays.  Attendance may be required on Bank 

Holidays that fall during term time or short course periods, for which time off 

in lieu will be given. Holiday will normally be taken outside the Sherborne 

International short courses periods following authorisation from the Director of 

Short Courses. 

Salary: £18,500 to £20,500 per annum, depending on experience. Salaries are paid 

monthly in arrears direct into nominated bank account and are normally 

reviewed annually in September. 

 

 

 



 

 

Probationary Period:              In accordance with School policy, this appointment will be subject to a six-

month probationary period. 

Medical Fitness:    The offer of appointment will be conditional upon the provision of a self-

declaration of physical and mental fitness to discharge the responsibilities of 

the role.   

DBS Disclosure (Police 

Check)/References:   

As Sherborne School is registered to ask ‘exempted questions’ under the 

Rehabilitation of Offenders Act 1974, successful applicants will be subject to a 

criminal record check from the Disclosure and Barring Service before the 

appointment is confirmed.  This will include details of cautions, reprimands or 

final warnings; further details are available upon request.  This post is also 

subject to receipt of two satisfactory written references, one of which must be 

your current/last employer. 

Post-holder’s 

Responsibility: 

You share with all staff the responsibility to promote and safeguard the welfare 

of children and young people for whom you are responsible, or with whom you 

come into contact. In doing so, you are expected at all times to adhere to and 

ensure compliance with the School’s Safeguarding (Child Protection) Policy. If 

you become aware of any actual or potential risks to the safety or welfare of 

children in the School, you must report any concerns to the School’s Designated 

Safeguarding Lead (Child Protection Officer). 

 

 

Principal Role 

The Sherborne International Short Courses Programme currently comprises spring and summer holiday 

courses and is managed by the Director of Short Courses. The responsibility of the Short Course Officer is to 

provide support to the short courses, ensuring that course enquiries, bookings and travel arrangements are 

handled effectively and efficiently, and to the Short Course Director and Deputy Director. This is a full-time 

year-round position and the post holder will also be responsible for helping to support to Sherborne 

International term time operations. 

 

Core Responsibilities 

Duties: 

• Manage short course bookings and be point of contact for prospective parents and agents via 

telephone and email; 

• Develop and maintain positive relationships and excellent communications with agents and families, 

promoting the courses accurately and effectively; 

• Respond promptly and warmly to enquiries, giving accurate information about the courses and 

options available, answering questions and with reference to the Director and Deputy Director of 

Courses as appropriate; 

• Maintain up to date records and ensure all relevant data is captured on the database(s) and billing 

information is passed to the finance team; 

  



 

 

• Arrange all travel within the UK for short course students, including liaison and booking of 

taxis/coaches;  

• Arrange and manage short course excursion and activity bookings with external suppliers; 

• Organise arrival and departure days during the short courses to ensure a warm welcome for students, 

efficient registration procedures and smooth departure arrangements; 

• Be the first port of call to sensitively and promptly deal with complaints, difficulties or requests from 

parents during the short courses, referring to the Director and Deputy Director of Short Courses as 

appropriate and keeping them informed of all such matters; 

• Control and administer student pocket money, including receipts and issues, in accordance with Short 

Course policies, with oversight by the Management Accountant; 

• Coordinate and produce course reports for students every two weeks (each week for revision courses) 

and distribute to parents; 

• Produce course statistics and analysis of data for senior managers;  

• Provide support to the Director and Deputy Director of Short Courses, including support to budget 

planning and monitoring; 

• Produce staff and student manuals and information/travel packs and joining instructions and onward 

distribution of returned information to colleagues as appropriate; 

• Assist with the production of short course marketing material and website content and support to the 

marketing department as appropriate; 

• Provide appropriate promotional materials for agents as requested; 

• Contribute to the staffing and wider work of the Sherborne International administrative team during 

the academic year and give general support as part of the team to the SLT (senior leadership team). 

This includes taking some Saturday morning duties throughout the year (approximately 6 annually); 

• Develop a close working relationship with the Travel Officer and understand their role such that 

mutual support and deputising for each other during periods of high workload or annual leave can be 

undertaken effectively; 

• Any other duties as reasonably required by the Director of Short Courses or the Principal. 

 

Skills, Experience & Personal attributes required  

 

Essential: 

 

• Excellent communication and interpersonal skills, including an approachable and professional  

telephone manner; 

 



 

 

• Strong administrative skills and administrative role experience, with a keen eye for detail and 

methodical approach to work; 

• High level of IT skills, including the proficient use of Microsoft Office (particularly Word, mail merge 

and Excel); 

• Energy, enthusiasm, commitment and enjoyment of team working;  

• Ability to work independently, calmly, efficiently and to effectively prioritise at busy times;  

• A willingness to undertake a wide range of tasks. 

Desirable: 

• Experience of working within a customer facing environment; 

• Experience of database use; 

• Experience of working in an educational environment. 

 

Training Requirement for Administrative Staff – this list is not exhaustive and the post holder may be 

required to undertake other training as required by the School 

Training  

 

To be completed by Frequency  

Safeguarding (Child Protection) 

and Prevent Training 

 

Before employment commences 

 

Every year 

Induction training with Line 

Manager 

 

Within the first 3 months of employment  

Emergency First Aid Training (if 

required within the Department) 

Within the first term of employment Every 3 years but 

offered annually 

Fire Awareness 

 

Within the first term of employment Every 3 years 

Manual Handling 

 

Within the first term of employment Every 3 years 

Display Screen Equipment (DSE) 

User 

 

Within the first term of employment Every 3 years 

iSAMS training 

 

 

Specific iSAMS training to cover the role will be 

covered as part of induction. 

 

 

 

 



 

 

TERMS AND CONDITIONS 

 

Non-Smoking Policy: 

It is the policy of Sherborne School (encompassing Sherborne International, Sherborne School Leisure and 

Sherborne School Trading) that all our workplaces are smoke free, and all employees have a right to work in a 

smoke free environment. Smoking is prohibited in all areas of the School, both internal and external; this 

includes company vehicles. This policy applies to all employees, contractors and visitors. The use of e-

cigarettes or similar is treated in the same way as real cigarettes and falls within this policy. 

 

Pension: 

The post-holder will be able to join the Sherborne School Support Staff Pension Scheme on the first day of the 

month after completion of two month’s service. Where eligible the post-holder will be auto-enrolled into the 

Pension Scheme as per current legislation; further details may be obtained from the Head of HR (Bursary). 

 

Sports Centre Membership:   

Reduced membership of the Sherborne School Sports Centre (including swimming pool, gym and classes) is 

available for all employees. 

 

Method of Application 

 

Please complete and return the Sherborne International Application Form.  Please do not send in a curriculum 

vitae (applications received that have sections crossed through marked ‘see attached cv’ will be returned) 

 

In the event of any queries please contact:  Mrs Samantha Belgeonne – Recruitment Manager  

Sherborne School  

Abbey Road  

Sherborne 

Dorset 

DT9 3LF   

Tel: 01935 810502 

Email: hr@sherborne.org 

 

Closing date for applications:   9.00am Tuesday 5 February 2019 

 

Interviews likely to take place:     on 12 or 13 February 2019 

PLEASE INDICATE ON YOUR APPLICATION FORM IF YOU ARE 

UNAVAILABLE TO ATTEND INTERVIEW ON THESE DATES. 

 

Anticipated Start Date:      March 2019 


