
 

 

 

 



 
  

 

About St George’s 
St George’s is an independent boarding and day school with approximately 270 pupils aged              
from 11-18 years about 45% of whom are boarders (both full and tailored) and with a Sixth                 
Form of approximately 80 pupils. The school operates as an Educational Trust administered             
by a Board of Governors, is a member of the Girls’ Schools Association (GSA), Boarding               
Schools Association (BSA), and is ISC accredited. 

We are a welcoming school with a warm sense of community and visitors often comment on                
the perceptible supportive and cheerful atmosphere. We believe that a happy and successful             
school is one where all pupils have the opportunities to develop their strengths. The richness               
of opportunities within and outside the classroom are fundamental elements of the St             
George’s experience and this allows the girls to foster the confidence, independence and             
academic curiosity that lead to success. Our academic results are impressive, with the             
‘value-added’ in public examinations a real strength. We understand how girls learn            
effectively and we regularly add at least one grade higher at GCSE and A Level than                
baseline testing would suggest. 

In 2018 at GCSE St George’s was placed in the top 4.5% of Schools nationally for value                 
added. 

 

 

 

   

 



 
 

 

Our location 
The School is approximately 25 miles west of central London, on a beautiful, leafy 30 acre                
site, within walking distance of Ascot High Street. We are close to Windsor, Eton and               
Bracknell and equidistant from the M3 and M4 motorways. Ascot High Street can be              
reached on foot in five minutes while Ascot Railway Station is less than a mile away. 

All facilities are on site and include, amongst others, a state-of-the-art 350 seat theatre, three               
boarding houses, a sports hall, squash courts and gym, spacious library, Science centre,             
photographic, textiles and art studios, 6 floodlit netball/tennis courts, extensive sports           
pitches and a new 25m 6 lane indoor swimming pool is due to open Summer 2019. 

 

 

 

 

 

Academic Results 
We aim to get the very best from each girl and Georgians are             
encouraged to work conscientiously and to the best of their ability as            
well as get involved in the wider school community and all the            
activities that are on offer in the busy co-curricular programme. This,           
combined with committed and inspirational teaching, delivers       
excellent GCSE and A Level results. Our pupils achieved the          
following results in 2018: 

GCSE: 40% 9/8 or A*, 61% 9-7 or A*-A, 97% 9-4 or A*-C 

A Level: 35% A*-A, 100% pass rate 

 



 

The role and responsibilities 
 
The Data Manager and Timetabler is responsible for managing the school’s database,            
writing the school academic timetable with oversight from the Deputy Head (Academic) and             
providing academic and other data analysis for the Senior Leadership Team and other             
stakeholders. 
 
The tasks and responsibilities of the role  include: 
 

● To manage the school database/ Management Information System (Schoolbase) 
● To administer the school reporting procedure 
● To write the new school timetable with oversight from the Deputy Head (Academic)  
● Working with the Cover Manager and the Deputy Head (Academic) to write the 

cover rota for teaching staff.  
● To work with the Deputy Head (Academic) to produce the termly break, tea and 

prep duties rota for teaching staff in time for the end of the previous term. 
● To administer baseline testing for new year groups and new pupils and disseminate 

this information with staff 
● To set up new staff on the database  
● To provide training for staff on Schoolbase 
● To keep up to date with developments in Schoolbase and disseminate this 

information with relevant staff 
● To keep up to date with developments in Data Protection law and disseminate as 

appropriate 
● To complete the annual rollover of the database during the first week of the summer 

holidays include the importing of the new timetable and allocation of pupils to new 
classes 

● To analyse internal and public examination results and oversee ongoing academic 
tracking and present the information in a user friendly way 

● To administer Parents’ Evenings, arranging appointments and liaising with teaching 
and pastoral staff 

● To develop the data sharing capabilities of Dragonfly (our intranet or VLE) 
● To work closely with the Network Manager to ensure the database is up to date and 

running smoothly 
● To attend the four INSET days per year which occur at the beginning of each term in 

September, January and April 
● Any other reasonable duties as required by the Headmistress 

 
  

 



 

Person specification 
 

The Data Manager and Timetabler will: 

● be ICT literate and skilled at using Microsoft Excel and/or Google Sheets; 
● have experience of working with a database 
● be numerate and comfortable in working with large amounts of data.  
● be able to present data analysis in a way which is easy to understand for colleagues 
● have good, written and verbal communication skills and be able to relate well to              

school staff, pupils and parents; 
● be able to prioritise and manage workload; 
● be able to work in an organised and methodical way and have sound organisational              

skills; 
● be able to work accurately and to deadlines; 
● be able to work effectively under pressure; 
● be able to maintain confidentiality; 

 
 
Salary and Benefits 
a. Start date: August or September 2019 
b. Salary: The salary for this role will be £25,500 pro rata, which equates to an actual                
salary of £9,880 per annum. The salary will be paid in equal monthly instalments. A higher                
salary may be available for an exceptional candidate 
c. Pension: The successful candidate will be auto-enrolled into the School’s pension           
scheme if eligible 
d. Hours of work: The successful candidate will be required to work an average of 20               
hours per week, term time only, plus 2 weeks. Please note that a flexible approach to your                 
hours will be necessary due to the nature of the post. Annualised hours are 760, including                
80 hours to cover statutory holiday entitlement 
e. Notice Period: There will be a probationary period of one year during which time              
the notice period will be two months. Thereafter, the notice period required by either side to                
terminate your employment will be one full term 
f. Facilities: Lunch is provided free of charge during term time. Members of staff can              
use the School’s sports facilities at allocated times. There is free on-site parking. The post               
holder’s children may, upon passing the entrance assessments, be eligible at the discretion of              
the Governors for a reduction on the basic tuition fees. 
  

 



 

The Process 
Letters of application together with the completed support staff application form must reach             
the School by 4pm Wednesday 12 June and be sent by post or email to: 

Mrs Liz Hewer 
Headmistress 
St George’s School 
Wells Lane 
Ascot  SL5 7DZ 
headmistress@stgeorges-ascot.org.uk 

Applications will NOT be considered for the next stage of the recruitment process without              
submission of a completed St George’s School application form (support staff).  

It is intended that interviews will be conducted in the week commencing Monday 17 June 

Any queries about this post may be made in the first instance to the Deputy Head                
(Academic), Mr J Hoar (jhoar@stgeorges-ascot.org.uk)  

 

 

 

 

 

 

 

 

 

 

St George’s School is committed to safeguarding the welfare of children at the School. Therefore, this appointment will be                   
subject to a successful disclosure check from the Disclosure and Barring Service. This will give details of all spent and unspent                     
convictions and other recordable matters. A policy on the recruitment of ex-offenders is available, if required, from the School                   
Office. The supplied references will be taken up and the School may approach previous employers for information to verify                   
particular experience or qualifications. A medical questionnaire will be required to be completed by the successful candidate. 
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