
Office Manager 
Job Specification

We are looking to appoint an Office Manager to lead, and be part of, the small office team at Wellington School 
and to provide administrative support to the Bursar.  This is an important post and the successful applicant 
will have a high level of IT proficiency, experience of working in a busy office environment and excellent 
communication skills.  

Wellington School is the only independent school in Ayrshire and the school roll is currently in the region of 530 
(Nursery – S6).   Year groups in the Senior School typically consist of approximately 50 pupils and most remain in 
the school until the end of S6. Pupils achieve outstanding results at all levels and the ‘A’ grade pass rate at Higher 
and Advanced Higher make Wellington one of the top performing schools in Scotland.  The school currently 
employs approximately 90 members of staff, teaching and non-teaching.

The person appointed will have the following qualities and skills:

• Excellent telephone manner and inter-personal skills
• The ability to relate well to a wide variety of people in the course of the day
• Experience of standard office procedures and tasks
• Confident proficiency in the use of IT (including Word, Excel and Outlook)
• The ability to perform more complex IT tasks that may require the integrated use of more than one 

application (such as mail merge)
• Some familiarity with databases and a flexible approach to new IT products
• The ability to work as a team member
• The ability to lead a small office team and to schedule tasks in order to ensure that deadlines are met
• The ability to work effectively in a range of environments
• Discretion and the ability to maintain confidentiality in all matters
• The flexibility to work effectively and harmoniously in a busy school environment, alongside children and 

teaching staff

Duties undertaken by the office team include:

• Administrative support to the Bursar and senior members of the teaching staff
• Preparation of a weekly Bulletin
• Preparation and maintenance of materials relating to the school calendar
• Assistance with report preparation
• Pupil register administration
• Mailings and general office tasks
• Filing
• Reprographics
• Database maintenance
• Facilities and Minibus bookings

This post is full-time and is available from May.  

The Salary is negotiable, based on experience, but is likely to be in the region of £20k.

Applicants should complete the school’s Job Application Form, which can be found on the school website at 
www.wellingtonschool.org /vacancies and provide a covering letter, both of which should be sent by email to 
vacancies@wellingtonschool.org.  A CV is optional and may also be included. If you have further questions about 
the post, please contact the Bursar: dkennedy@wellingtonschool.org or 01292 269321.

The closing date for applications is Thursday 26 April.


