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Welcome to Trinity School 
  

The resources of the Whitgift Foundation enable the 
School to offer outstanding facilities. The original 1965 
building has been greatly extended, including the Mitre 
Theatre and the Shaw Building, which houses the Art, 
Design and Sports departments. Most recently we 
completed a new multi-million pound classroom block, a 
first class Performing Arts venue in the Trinity Concert 
Hall, a refurbished swimming pool, a state-of-the-art 
Sixth Form Centre, a Sports pavilion and a Music School 
in 2017. 
 
The main ages of admission are 10, 11, 13 and 16. Entry 
is by examination and each year there are about 800 
applicants for 180 places. Parents whose income falls 
below a specified threshold are eligible for a bursary and 
this enables the School to attract pupils from a wide 
range of socio-economic backgrounds. Through the 
support of the Foundation and our own Bursary Fund, 
almost £2m a year is provided for this. 50% of the 
student body receives some form of fee remission. 
 
 
 
 

Thank you for your interest in working at Trinity School. 
Exceptional teaching is fundamental to our mission and 
we look forward to welcoming an outstanding candidate 
to join our team. 
 
Trinity School is an HMC independent day school with 
c.1000 students, aged 10 - 18. The school is all boys up 
to Year 11 but since September 2011 we have 
welcomed girls into a thriving co-educational Sixth 
Form. The school is one of three governed by the 
Whitgift Foundation (founded in 1596 by the then 
Archbishop of Canterbury, John Whitgift), the others 
being Whitgift School for boys and Old Palace School 
for girls. 
 
Trinity has been on its present site since 1965, when it 
moved from the centre of Croydon to a new complex of 
buildings and playing fields in the Green Belt. The 
grounds are some 27 acres in extent, and there are 
additional playing fields in Sandilands, ten minutes’ walk 
from the school. 

     I feel the teachers have a real understanding of how to get the most out of 

my son and they are incredibly encouraging and inspirational. He comes 

home happy every single day 

Parent of First Year pupil 
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What matters to us

 

 

 

What kind of young people will our students become through being here, what can they achieve, and what will they 

choose to do to make a positive impact on the world when they leave us?  

We want our students to become outstanding young people. We are ambitious for them and the difference they can 

make, and we want to give them the experiences that will promote the personal qualities, the leadership, the 

qualifications and the self-confidence to believe it.  It is important too, that they leave us without any sense of 

entitlement, ready to enter and contribute well to all kinds of communities with the humility that acknowledges there is 

always more to learn. We can open doors for them to the world’s best universities, colleges and careers, and equally 

they can learn the skills and responsibility to care for others.  

 

The formal aims of the School are described fully on our website, but at the heart of our day-to-day work there are 

four particular strengths that are key to our ethos, and these enable our students both to thrive in their time at school 

and to become the young people we hope they will be:   

 Caring deeply: every individual must feel known, valued and supported in our school community; 

 Exceptional learning: our teachers are outstanding and our curriculum is challenging; 

 Joining in: participation and excellence matter equally, across a rich array of activities; 

 Looking outwards: we are committed to our students engaging meaningfully with the world beyond school.  

 
It is important that our School both reflects and connects meaningfully with the community around it. Our students should 
leave Trinity having met and enjoyed working with others from a wide range of backgrounds, both inside and outside the 
school, as it is in this context that they can properly understand both the opportunities and responsibilities they have.   
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The Post – PA to Deputy Head (Head of 
Sixth Form, Admissions and Marketing) 
 

  

GCSE Results 2018 
 

 
Person Specification 

 

 Proficient in Microsoft Office, especially Word, Outlook, Excel, Office 365 and One Drive, and willing to learn to 
become proficient in other systems such as iSAMS,or similar 
 

 Able to communicate effectively at all levels 

 Enjoy working in a challenging role 

 Effective time management and prioritisation skills with ability to work to deadlines 

 Experience of a school or similar environment is desirable 

 Flexible approach, self-motivated but can work as part of a team 

 Commitment to excellence and good attention to detail 

 Willingness to attend further training as required 

 Willingness to get involved in school life 

 A strong sense of humour 

 

 

We are seeking to appoint an experienced PA to work 

closely with the Deputy Head who is responsible for 

Sixth Form, Admissions and Marketing. 

Reports To: 
Deputy Head (Head of Sixth Form, Admissions and 
Marketing) 

 
Terms and Conditions 

 Salary: £28,991 paid pro rata (£25,088) 

 Term time + 4 weeks (3 of these must be 
worked to cover GCSE results, A level results 
and INSET) 

 A generous budget is allocated to 
Professional Development and a variety of 
internal training courses are provided 

 Further benefits can be found on the Whitgift 
Foundation website 

 Working hours 8 – 5, one hour lunch 
 
Trinity School is committed to safeguarding and 
protecting the welfare of children, young people and 
adults and expects all staff and volunteers to share 
this commitment. All applicants will be required to 
comply with all safeguarding procedures including an 
Enhanced DBS check. 
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Job Description 
Key Responsibilities 

This PA will work closely with the Deputy Head and is central to the efficient running of the Sixth Form and the school’s external 
relations. The primary purpose of the post is to support the Deputy Head in her duties, ensuring her diary runs smoothly and 
that all communication with parents, students and staff is of the highest standard.  Trinity’s Sixth Form is large and busy with 
over 300 students.  The PA will support organisation of Sixth Form events as well as school admissions’ events which run 
throughout the year.  

 
Secretarial 
 

 To provide confidential secretarial and administrative support to Deputy Head 

 To screen telephone calls, visitors and correspondence    

 To draft, as appropriate, outgoing correspondence and school documents that are the direct responsibility of the 

Deputy Head 

 To support, as appropriate, with updating key Sixth Form booklets and documents  

 To arrange meetings and take minutes or notes as appropriate  

 To ensure that matters arising from meetings are dealt with within the agreed timescale 

 To manage diaries with accuracy and foresight and to control the stream of visitors as appropriate 

 To support as required, including photocopying  

 To support the school absences with any further enquiries resulting from absence 

 

 

Organisational 

 To collate relevant information for key documents and spreadsheets  

 To maintain diaries, arrange travel, trips documentation, room booking and appointments as necessary  

 To work with the Sixth Form team and the Admissions teams as necessary 

 To support with arrangements for events for the Sixth Form and for prospective pupils and parents in conjunction with 
Admissions team 

 To maintain records and filing 

 To ensure the Deputy Head is briefed for all meetings, to take the relevant minutes, and provide necessary 
documentation is available 

 To maintain all updated emergency registers and safeguarding documentation for the Deputy Head 

 To update the notice boards and e-screen as required 

 
 
Governors and Senior Management Team Support 
 

 To liaise with the Whitgift Foundation and the Senior Management Team at Trinity as appropriate 

 To take the minutes of the External Relations Committee 

 

 

Other 

 To assist with/managing ad hoc projects from conception to completion, monitoring schedules, budgets and project 
targets and ensure systems are in place with sufficient time to meet deadlines 

 To accept reasonable flexibility in working arrangements and the allocation of duties 

 To undertake any other duties as required 

 To work as necessary after school hours when attending or supporting school events or meetings 

 To support the Sixth Form team with exam results days for GCSE and A Level 
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Application Process 
 

Timescales 
Please apply online at www.trinity-school.org/vacancies as soon as possible and no later than midday, Friday, 14th 
June 2019. 
 
 
Interviews are likely to be held on 20th and 21st June. Trinity School reserves the right to interview and appoint before 
the published closing date. 
 
 

Contact Details 
 
Further enquiries about this position or application process are welcome. 
Please contact: 
Mrs Karen Walsh 
PA to Headmaster 
hmsec@trinity.croydon.sch.uk 
 
Trinity School 
Shirley Park 
Croydon 
CR9 7AT 
 
020 8656 9541 
www.trinity-school.org 

http://www.trinity-school.org/
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Working in Croydon  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In recent years Croydon has seen the dawn of a new chapter in its history as one of the most thriving towns in South London.   

With the emergence of a start-up technology community, a flourishing arts and cultural scene, and the regeneration of its town 

centre, the future is bright.  

The town has enjoyed a rich history.  It was once the countryside retreat of archbishops and their households, a stop-off on 

the road from Lambeth Palace to Canterbury, and has hosted the likes of Henry III, VI and VIII, as well as Elizabeth I. It is also 

home to the country’s oldest market, Surrey Street Market, which has been trading since 1276.   

Croydon has benefitted from its proximity to both London and the South Coast for many years, allowing those who live and 

work here to get in to the capital and out to surrounding towns and villages easily via well-established rail, bus and tram routes.  

27 million people travel through East Croydon’s rail network each year, reaching London Gatwick airport in 16 minutes; central 

London in 18 minutes, and Wimbledon in under half an hour on the tram, making it a well-connected town.   

In 2019, building work will start at Westfield’s third development in London, regenerating the bustling town centre’s shopping, 

night life and residential areas and building on existing new developments, including the success of Boxpark Croydon.  

With the RISE Gallery, The Spread Eagle Pub and Theatre venue, and the David Lean cinema, the cultural life of Croydon is 

alive and kicking.  Walking through the streets of the town you will see some of the best street art, and each summer the town 

hosts a Rooftop Cinema Club.  The redevelopment of the Fairfield Halls, due for completion in 2019, is also an exciting step 

in the town’s history.   

With both technology start-up and multi-national businesses moving to Croydon, working here has never felt more exciting.  

In Croydon you can enjoy all the benefits of living and working in a town near the capital, but not be far away from the 

countryside, with both the Surrey Hills and North Downs a few minutes’ drive from the town centre.  

For over 400 years The Whitgift Foundation have been educating the young and caring for the elderly.  This was the vision of 

the founder Archbishop John Whitgift.  Trinity School is at the heart of this academic excellence and I look forward to receiving 

your application to join us. 
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Thank you for your 
interest in Trinity School 
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