
 

 

 
 

Assistant Music School Administrator 

JOB DESCRIPTION 

Department Music Date October 2021 

Responsible to Director of Music Responsible for n/a 

Job Purpose 

• To provide an effective and efficient administrative support service to the Director of Music 
and the Music School 

Key relationships 
• Responsible to: Director of Music. 

• Internal Relationships: Senior Music School Administrator (3 days a week), full time staff, 
Visiting Music Teachers (VMTs), pupils, Houseparents, Admissions, Accounts, School 
Office, Support Services Catering, Maintenance, Academic Information Systems 
Manager, and other internal staff. 

• External Relationships: Parents of current and prospective pupils, prospective pupils, 
contractors, other visitors. 

 
Responsibilities shared with the Senior Music School Administrator 
 
Office management 

• Be a friendly, welcoming and helpful initial contact point (face-to-face, over email, and on 
the telephone) for pupils, parents, teachers, teachers and visitors. 

• Maintain and update pupil records on the relevant databases; update the system on an 
ongoing basis with expenses for pupils and with VMT absences. 

• Manage reservations of rooms used for concerts and rehearsals. 

• Prepare the termly calendar of musical events ensuring entries are logged on the school 
calendar system and updated where necessary. 

• Organise the catering and set up for music activities, and refreshments for pupils at 
events. 

• Log maintenance faults for the Music School on the school’s intranet. 

• Update the school’s database with details of ensembles and rehearsals. 

• Liaise with the HR Department regarding the administration for appointments, 
references, sick leave and terminations etc. of VMTs. 

• Maintain up to date contact information for all VMTs ensuring that this information is 
passed onto payroll and HR. 

• Manage the Director of Music’s appointments diary. 

• Produce and file correspondence as necessary. 

• Maintain stationery and refreshment provisions for the department. 

 
Music lesson and accounts administration 

• Maintain registers of current (VMT) set lists, waiting lists, and administer new applications 
(including communication with parents re fees). 

• Order music and sundries for pupils on behalf of colleagues and ensure accurate 
distribution and billing of same. 

• Maintain inventory of loan instruments. 

• Distribute information to VMTs as necessary, e.g. trips, timetable changes, Field Days 
etc. 



 

 

• Managing allocation of rooms within the Music School. 

 
Musical event co-ordination 

• Prepare and print programmes for concerts, in collaboration with the Director of Music 
and Assistant Director of Music (Performance). 

• Administer travel and other arrangements for national and international events involving 
musicians, including booking coaches or minibuses for concerts and trips off campus. 

• Compile Trip Lists as necessary and enter them onto the school database together with 
the relevant risk assessments. Order catering and refreshments as necessary  

• Liaise with Support Services and Catering regarding the set up and refreshments to be 
provided for music events (pupil performances and House Music Competitions etc). 

• Ensure risk assessments are properly completed and filed with H&S. 

• Work closely with the Box Office with regards to concert ticket and audience-related 
matters. 

 

Christ’s Hospital is committed to safeguarding and promoting the welfare of children and young 
people and expects all staff and volunteers to share this commitment 

PERSON SPECIFICATION 

Experience • Previous experience as a successful administrator. 

• Excellent IT skills, particularly MS Office. 

Qualifications 

 

Essential 
• A-Level or above qualifications 

Skills & Abilities 

 

Essential 
• Flexible and adaptable approach to work, with the ability 

to multi-task on a daily basis. 

• Methodical and organised, with the ability to prioritise 
work to meet deadlines. 

• Reliable, flexible and an enthusiastic team player. 

• Ability to work accurately under pressure. 

• A good standard of written and spoken English and a 
pleasant telephone manner. 

• Highly discreet, and able to maintain confidentiality at all 
times, with the willingness to work extended hours 
including evenings and weekends, as required. 

• Have a genuine interest in and empathy with the unique 
ethos of Christ’s Hospital. 

• Possess a positive and strong ‘can do’ attitude and the 
ability to use initiative when necessary. 

 

 

  



 

 

 

Additional Work Elements 

About the School and Department please see Appendix 1 

Special working conditions 
• Working Monday and Wednesday, 8.00am – 4.00pm, term time only (33 weeks per 

year). 

• It is envisaged there will be training days for this position on Tuesday 4th, Thursday 6th 
and Friday 7th January 2022. 

• The post holder will possibly be required to work on Open Days (one Saturday morning 
each term), on the day of the Angus Ross Gala Concert (one Sunday afternoon/evening 
per year), on the first Bank Holiday of May and the late August Bank Holiday should it fall 
within term time or the shoulder time at the beginning of the Michaelmas Term. There 
may be other occasional evening and weekend requirements in agreement with the 
Director of Music; flexibility and understanding is necessary. 

• In the event of a major incident or disaster, you may be required to provide assistance, in 
whatever capacity necessary and participate in any training to ensure the School is fully 
prepared. 

 
This job description will be reviewed after 3 months and may be subject to change. 
  



 

 

A school like no other      Appendix 1 
 
Set in several hundred acres of beautiful Sussex countryside, Christ’s Hospital is an independent 
co-educational boarding and day school of 900 pupils aged 11-18. Founded in 1552, the school 
moved from the City of London to a large, purpose-built campus just outside Horsham in 1902. 
Pupils wear the distinctive Tudor uniform, barely altered since the foundation of the school. The 
Marching Band, founded in 1868, accompanies the school’s daily Lunch Parade. 
 
For nearly 500 years, Christ’s Hospital’s mission has been transformation through education: 
providing first-class opportunities to those who would not otherwise be able to access them. We 
are unique amongst UK independent schools in that around 75% of pupils receive full or majority 
remission of fees; the average bursary currently stands at 86% of the full fees. The resultant mix is 
refreshingly down-to-earth and lacking in pretension, coupled with an underlying desire to make 
the most of the opportunities on offer.  
 
Academic lessons at Christ’s Hospital are spread across six days on a one-week timetable. There 
are rehearsals, broader-curricular activities and other events throughout the week, including in the 
evenings and at weekends. The school works on a three weekly cycle, with a Leave Weekend or 
longer break at the end of every three week period. 
 
 
Music at Christ’s Hospital 
 
Music is the beating heart of this remarkable school. Christ’s Hospital is perhaps the only school in 
the world where every pupil hears live music played or sung by their peers on five days a week in 
term-time. All pupils are encouraged and inspired to nurture enjoyment and skill in music; our 30 
music scholars and other high-level musicians are given specialist support. The performance 
opportunities for soloists and ensembles large and small are many and varied, and include regular 
performances in London.  
 
Pupils are customarily enthusiastic, high-achieving, and polite, and they relish the broad range of 
opportunities that are available to them at Christ’s Hospital. The vast majority of instrumental lessons 
are subsidised in accordance with pupil need, and the department provides instruments and 
accessories as necessary.  
 
There is huge diversity in terms of racial and socio-economic background at this school, perhaps 
more than any other independent school in the country. For example, around 51% of our pupils are 
from black and minority ethnic backgrounds. We welcome applications from musicians of all 
backgrounds as we aspire to build a staff body that more closely reflects the social and cultural 
diversity of our student intake. 
 


