
Information for candidates

Receptionist
Part-Time



Welcome from our Headmaster
We are delighted that you are
interested in joining us at The Mall
School.  

It is an exciting time in the school's
development, as our co-
educational Nursery flourishes at
full capacity, and our journey to
becoming fully co-ed at school
continues.  My vision is for the
realisation of an environment in
which boys and girls seamlessly
access their learning in an
enjoyable, enriching setting which
befits a modern age.

Skills in technology, media and
digital are well-embedded into the
curriculum in a manner which fits a
strong and robust education that is
adapted to the changes we will
face in education and beyond. An
education at The Mall is academic
and challenging, but also joyful.

We hope this pack gives you a
sense of The Mall School and the
role you could play here. I warmly
invite you to join us on this journey.

Best wishes,

Sam Gosden, Headmaster



The Mall School is an independent school and nursery for 200 children
aged 6 months to 11 years old in Twickenham. Nursery pre-schoolers are
automatically offered places in Reception at the school, where children
from other nurseries can join them on a non-selective basis. The co-
educational nursery opened in September 2022 with the first girls joining
the school in September 2023. 

The school enjoys a strong academic and all-round reputation and believes
that all children should be inspired with a lifelong love of learning, providing
a warm and welcoming environment for children and staff. Children are
encouraged to develop their natural curiosity and independence, which
contributes to them becoming happy, confident individuals.  

About the school



Pupils move on to a wide range of independent senior and state grammar
schools, including Hampton School, Halliford School, Kingston Grammar
School and Tiffin amongst many others, often with scholarships for
academic, sports and music.

Pupils enjoy a wide range of sports and extra-curricular activities such as
music and drama, and after school clubs.

The Mall has a rich and interesting history. It was founded over 150 years
ago, and moved to its current site on Hampton Road in 1907, although most
of the current buildings date from the 1980s and more recently. The school
boasts many excellent facilities, with newly refurbished play areas, an
impressive sports hall, theatre and an indoor 20m swimming pool which is
also made available to a number of local primary schools and swim clubs.

About the school



Applications are sought from enthusiastic, cheerful and dependable applicants for a part
time Receptionist position.  The post would suit someone who has strong communication
skills and plays a key role in delivering an excellent front of house experience. 
 The Mall School in Twickenham is an independent co-educational day school for boys and
girls from six months to 11. The school is a charitable trust with a board of governors and is
a member of the Independent Association of Preparatory Schools. Pupils leave The Mall
School at eleven to a range of leading day and state grammar schools. 
 
The Mall School is based on two sites about a ten minute walk apart. The Nursery at The
Mall at 84 Hampton Road and 185 Hampton Road for pupils in Reception and above. 
 
The Mall is a friendly and welcoming environment, which expects the best of its pupils.
Relationships between staff and children are excellent. 
Further details about the School are available on our website, as is a copy of the last
School Inspection Report. 

The Role



The Receptionist is appointed by and accountable to the Headmaster via the
Bursar to ensure parents, staff and visitors feel welcomed and supported,
whether over the phone, via email or in person.  You will play an important
part in the efficient running of the Reception area.

Hours of work are 25 hours per week; 12.00pm – 5.00pm Monday to
Friday. Salary will be in the range of £13,000-£15000 depending on
experience. This is a term-time only role with 5.6 weeks holiday (prorated as
appropriate) which must be taken during school holidays. . 

Typical tasks will include but are not limited to: 
 
Reception Area

Greeting visitors to the school
Providing refreshments to visitors
Operating the telephone switchboard
Maintaining the visitor register
Keeping the reception area clean and tidy
Safekeeping and distribution of school cameras
Safekeeping and distribution of swimming pool key
Signing for and distributing parcels and deliveries

 
Administration
 

Inputting and maintaining pupil data onto the school database
Compiling registers for morning and afternoon minibus routes including
extra-curricular clubs
Liaising with minibus drivers and parents for co-ordination of minibus
administration
Affixing the appropriate postage on outgoing mail
Collation, checking and sending out Common Entrance exam papers to
Senior Schools
Packing and sending out Geography Common Entrance projects to
Senior Schools
Maintaining contacts for all pupils

The post



Helping with mail merges and bulk mailings
Maintain record of collections and drop-offs / pupils walking to and from
the school
Maintaining the school register along with inputting relevant absence
codes
Preparing pupil lists for teachers
Assisting with the administration tasks for parents evenings, Prize Day,
Harvest Festival and Carol Service
Ad hoc duties as required by the Headmaster, Bursar or Headmaster’s
Personal Assistant.

Welfare Cover (2pm onwards daily)

Providing first aid and administering medication to pupils
Maintain accident reports and complete CPOMS as and when required 
Trained fire marshal distributing registers in the event of a fire –visitors
book, staff list and pupils list
Assisting in vaccination drives for pupils
Responding directly to all parent emails that come to reception regarding
pupil illness, absence requests for holidays or medical appointments and
future school interview. Copy in relevant teachers and any other relevant
staff
Attendance at Open Day
General filing and ad hoc duties as requested by the Headmaster or
Bursar 

The post (cont)



 

Training and Qualifications Essential Desirable

Good basic education ✓

Customer service experience ✓

Experience Essential Desirable

Proficient user of Microsoft Office ✓

Experience of working a telephone switchboard ✓

Experience of working with children ✓

Abilities and skills Essential Desirable

Ability to build rapport and communicate effectively with
parents, prospective parents and visitors.

✓

Excellent attention to detail ✓

Proven organisational skills ✓

Knowledge and Understanding Essential Desirable

Understanding and commitment to equality of opportunity ✓

Knowledge of the independent school system ✓

Person specification



 

Personal Qualities / Attitudes Essential Desirable

Excellent organisational skills ✓

Commitment to excellent customer care ✓

Make an effective contribution to the qualities and
aspirations of the school

✓

Willing and able to adopt a flexible attitude to working hours
to deliver the need to cover some evenings and weekends to
include open mornings

✓

Well-organised, hard-working and efficient ✓

Sense of humour and pateince ✓

Person specification (cont)

Application process
CV’s alone will not be accepted but may be submitted in support of the
completed application form. Applications may be sent by post, marked for
the attention of the headmaster, or by email to the HR and Compliance
Manager to: compliance@themallschool.org.uk.

The deadline for applications is 26 June 2026. Interviews will be conducted
in the week commencing  29 June 2026. 



 

Benefits of joining The Mall School
Generous pay and allowance– based on experience
Pensions – generous pension scheme 
Staff fee remission – continuance and value of fee remission is
discretionary of governors
Enhanced sick pay – upon completion of eligibility criteria
Free lunch and refreshments
Company events
Cycle to work scheme
Health and wellbeing programme
Career and professional development – access to school’s training
programme for continuous professional development
Annual appraisals.

We look forward to receiving your application!

Safeguarding notice
The 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 will be required to undergo child protection screening
appropriate to the post, including checks with past employers and the
Disclosure and Barring Service  (DBS).

The post is exempt from the Rehabilitation of Offenders Act 1974 and the
School is therefore permitted to ask job applicants to declare all convictions
and cautions (including those which are "spent" unless they are "protected"
under the DBS filtering rules) in order to assess their suitability to work with
children.



www.themallschool.org.uk
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