


Job Description

	Job Title: 
	Matrons Manager 

	Date: 
	January 2023

	Department: 
	Domestic Services 

	Reports To:
	Deputy Domestic Services Manager

	Responsible For:
	Matrons 



	Purpose of the Position

	Effectively lead, support, and manage the team of Matrons and Housekeepers in the boarding environment, ensuring that the highest standard of care is given to the pupils of Wellington College. In addition, ensure that each boarding house is set up by the team for the pupils of Wellington College as well as the commercial lets during the College’s holiday periods. The Matrons Managers will work collaboratively to ensure that all boarding houses have adequate cover and where necessary assign float staff to cover in their absence. 


	
	Departmental Information

	The Domestic Services Department is essential to the smooth operation of the College, ensuring that all areas of the College are managed and maintained to the highest standard. In addition to the matrons team, the department comprises of a cleaning team servicing all areas of the College campus, laundry services providing a full laundry provision for the Wellington community, logistics team setting up events venues and waste management service sustainably managing the College’s waste.



	Main Tasks and Responsibilities

	· Manage and support the Matrons to ensure the provision of the highest quality pastoral care and domestic service to the pupils.  
· Understand and ensure compliance with regards to safeguarding, data protection and any other relevant legislation including the Independent Schools Inspectors/Safeguarding, and ensure the appropriate response and support is provided in these situations, in line with College guidelines and processes.
· Continuously review procedures for Matrons to keep them up to date with changing requirements, both within the College and legally, and work with the Deputy Domestic Services Manager to implement where appropriate.
· Audit the Health and Safety of the boarding houses by conducting regular audits and publish the results.
· Follow the College’s recruitment policies; working with the Deputy Domestic Services Manager ensuring that all vacancies are assessed prior to advertising and that all pre-interview checks have been conducted.  
· Be responsible for the full induction process of newly appointed Matrons (and Housekeepers), including probationary period monitoring, ensuring all mandatory training and Health and Safety compliance is undertaken in a timely manner.
· Be responsible for the management and completion of employee related actions such as absence monitoring; performance management including ongoing development and succession planning in line with College processes.
· Ensure that all direct reporting staff conduct themselves in a professional manner.
· Allocate all float staff to maximise the effectiveness of the float team.
· Maintain a shared document detailing the position of the float staff ensuring that all matrons have access to be able to gain support in emergencies. 
· Maintain open communication with the Matrons and Deputy Domestic Services Manager by attending meetings and by organising regular house visits. 
· Mange the pre-approval of additional hours and TOIL in-line with the Colleges policy and provide a weekly record of TOIL to the Deputy Domestic Services Manager.	
· Attend, as required, College events such as Speech Day and Admissions advents that include the boarding houses.
· Attend any training courses as identified by the Domestic Service Department.
· Provide cover as required in the boarding houses and in the absence of the other Matron Manager. 
· Undertake projects to drive business forward.
· Be fully conversant with all College ICT systems, including MyDay, Collegiate, iHasco, Cintra and ISAMS.
· Ensure maintenance works are recorded on the College Collegiate System.
· Ensure that appropriate, accurate and up to date house records are kept.
· Undertake any reasonable request from the Domestic Services Manager, Deputy Domestic Services Manager.




	Person Specification

	Education Attainment
· General Secondary Education or equivalent.
· Well-developed understanding of the English language both written and well as reading.

	Essential Experience
	Desirable Experience

	· Experience in managing in a boarding environment.
· Demonstratable ability to manage a team.
· Demonstratable experience of the ability to Secession plan. 
· Demonstratable leadership skills. 
	· Awareness of Safeguarding requirements and good practice within an educational setting.
· First Aid.
· Previous experience of being a matron or equivalent role in a boarding school.
· Experience in dealing with staff in the complexities of a multi-site operation.

	Skills and Personal Qualities
· Excellent communication skills to enable effective dialogue with colleagues, staff, visitors and where applicable, pupils.
· Organised and self-motivated, with a proven record for meeting targets and deadlines.
· Have a proactive, positive, professional attitude.
· Good financial acumen.
· Able to perform well and remain professional whilst under pressure.
· Dedicated team-player, who strives for excellence and leads by example.
· Proven record in engaging and effectively manage a diverse multicultural team.
· Tactful and discreet, with the ability to maintain confidentiality, whilst mindful of observing Safeguarding and professional standards.
· Displays a smart and professional appearance, representing the College in a positive manner.
· Reliable.
· Well-developed problem solving skills.
· Enthusiastic, with an eagerness to learn new skills and a commitment to personal continuous professional development.
· High level of accuracy and attention to detail.
· Self-motivated and able to work alone without direction.
· Excellent in time management, adaptable and flexible with working patterns when required.
· Committed to contributing towards the College community.
· Good numeric and computer skills (Microsoft Word, Excel and Outlook essential).
· Leadership skills.
· Reasonable physical fitness to carry out the role.

	Essential Values, Behaviours and Attitudes
All employees are expected to actively promote and demonstrate the five core values of the College:

· Kindness
· Integrity
· Respect
· Responsibility
· Courage

In addition, the College expects all staff to show ambition and display curiosity both personally and professionally.



The College reserves the right to vary or amend the duties and responsibilities of the post holder at any time according to the needs of the College’s business.

In exceptional circumstances, the Post holder will be required to undertake other duties and responsibilities of a similar post in order to support workload peaks, skill shortages, to ensure priorities are met.  This will be sensitive to available resources and individual skills and will be generally in the same area.

The College is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

All employees are required to ensure that all duties and responsibilities are discharged in accordance with the Colleges’ Statement of General Policy.  They should take reasonable care for their own Health and Safety and that of others who may be affected by what they do or do not do.  Staff should correctly use work items provided by the College, including personal protective equipment in accordance with training and instruction.
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