
 
  

Boarding House Assistant 
 

Required May 2025  

Salary: NJC Scale 2 (points 3-4 – currently £24,027 to £24,404 

per annum full time equivalent) 

Hours of work: 2 x weekend shifts 12pm-6pm (Saturday and 

Sunday)  

 



 



 



 



 



 



 



 



  

 
Job description – Boarding House Assistant 
 
 
Salary: NJC Scale 2 (points 3-4 – currently £24,027 to £24,404 per annum full time equivalent)    
Hours:  2 x weekend shifts 12pm-6pm (Sat and Sun)  

   
 
The job description may include all such other duties as the Headteacher and Trustees may reasonably expect from time to time. 
 
Relationships 

1. The post-holder reports to the Head of Boarding  
2. The post holder will work closely with the Head of Boarding, Deputy Head of Boarding and Houseparents 
3. The post-holder interacts with other professional colleagues and should establish and maintain productive relationships with 

them and promote mutual understanding of our aim to improve the quality of residential care and the teaching and learning 
at Dallam School 

 
General Responsibilities  

As a Boarding House Assistant, you will be an integral part of Dallam’s boarding staff and the wider house boarding team. The 
primary role is to provide quality care and pastoral support to our boarding pupils, over the weekends.  

 
Specific Responsibilities  

• Work closely with our boarding pupils, undertaking duties in the boarding house.  

• Work with the Head of Boarding to ensure information and issues arising during your duties are correctly reported and 
followed-up 

• Assist the Boarding House with administration tasks as required 

• Assist with student supervision during prep and activities  

• Provide ‘on call’ cover for absent colleagues in the boarding house, if required 
• Routinely be in your accommodation before the security alarm is set in the evening so that the duty staff can secure 

the house for the night 
• Occupy your accommodation during term time 
• Assist in emergency evacuations in the boarding house, if the situation arises, as instructed by the duty staff 
• Encourage our young people to engage in clubs/activities and societies;  
• Assist in the supervision and co-ordination of weekend boarder activities and trips 
• Maintain good order, appearance and behaviour in the boarding house at meal times and throughout the school as a 

whole 
• Promote the School and the value of boarding at Open Days and other marketing events, when appropriate.  

 
 



  

 
 

Person specification – Boarding House Assistant 

 
The Boarding House Assistant role is outward facing and candidates should be confident and knowledgeable 
representatives of the School. 

 

Criteria Qualities Essential Desirable 

Qualifications  Educated to degree level  √ 

Safeguarding qualification  √ 

Current first aid qualification (or willingness to gain certificate on taking 
up appointment) 

√  

Hold a Boarding School Association qualification (or be willing to obtain 
one) 

 √ 

A full, clean driving license and ability to drive a minibus √  

Skills, 
knowledge 
and 
experience 

Experience in working within a boarding setting  √ 

Can coach or lead on activities during boarder’s free time at the weekend √  

Excellent communication, IT, organisational and management skills  √  

Ability to seek areas for improvement and to implement change √  

Ability to relate effectively to a diverse range of students √  

Flexibility to adjust to change and development √  

Ability to understand, review and evaluate the work of the boarding 
house against Boarding National Minimum Standards 

√  

Ability to work under pressure and meet deadlines √  

A commitment to developing your own skills, knowledge and 
understanding of the boarding sector, including a desire to engage in 
ongoing professional development 

√  

An understanding of the importance of promoting and safeguarding the 
welfare of students 

√  

Personal 
qualities 

A breadth of interest beyond the school curriculum that can be shared 
with students and staff 

√  

A commitment to getting the best outcomes for all students and 
promoting the ethos and values of the school 

√  

A commitment to ensuring equal opportunities for all stakeholders √  

Emotional resilience √  

Self-motivated with exceptional planning and organisational skills √  

Willingness to participate enthusiastically in all aspects of the school’s 
educational and boarding life 

√  

Approachable, personable and confident  √  

A high level of personal and professional integrity, discretion and 
confidentiality 

√  

A sense of humour, flexibility and proportion to approach the post in a 
well-balanced way 

√  

   

   
       

The criteria will be assessed using a combination of the letter of application, qualification certificates, interview 
process and references. Candidates will be expected to complete a number of technical tasks at interview in order to 
assess their competence. 



 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

How to apply 
 

We strongly encourage you to visit the school before you apply for the post.  

If you would like to discuss the position with the Headteacher, Mr Steven Henneberry, 

please contact him by email: s.henneberry@dallamschool.co.uk 

 

If you decide to apply for the post, please note the following important information:  

 

Please read the Guidance Notes carefully before completing the Application Form 

and ensure that you fill in all sections. Please contact the school if you require the 

application form in an alternative format.  

 

Along with the Application Form, please write a covering letter of no more than two 

sides. Please include the following; 

• A statement about why you are applying for this particular post  

• An outline of relative experience 

• How your personal and professional qualities make you suitable for the role  

 

Closing date: Tuesday 8th April 2025 at 12pm 

 

We will contact all applicants selected for the interview process by telephone initially. 

This will be followed up by a formal invitation and further information about the 

process the following day. We will contact all applicants, even if where the 

application was unsuccessful.  

 

The interview process: week commencing 21st April 2025 

 

Information that you provide for the purpose of your application will be used as part 

of the recruitment process. Any data supplied will be held securely and access 

restricted to those involved in dealing with the recruitment process. Once this process 

is complete, the data relating to unsuccessful candidates will be stored for a 

maximum of 6 months and then destroyed. If you are successful, your application 

form will be retained and form the basis of your personnel record. We will also 

undertake online searches in accordance with our responsibilities under keeping 

children safe in education. An enhanced check with the disclosure and barring 

service will be undertaken for this post. 

 

If you require further information or wish to discuss any issues, please do feel free to 

get in touch with Sharne Morgan, Finance and HR Officer, as a first contact – 

015395 65168, s.morgan@dallamschool.co.uk 

 

 

For further information, please visit: 

www.dallamschool.co.uk        www.southlakesfederation.co.uk 

 



 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


