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JOB DESCRIPTION 
NON RESIDENT BOARDING HOUSE MATRON

Responsible to:

Housemaster/mistress (HsMs) 
Head House Matron

Hours of Work:
8.00 a.m. to 4.00 p.m. (Monday to Friday) with one afternoon off during the week + 1 hour on a Saturday morning during term time

Aim of the Post:

The principal role of the non resident House Matron is to assist with the pastoral care of the pupils who are resident in the house by making a major contribution to the caring, family atmosphere of the School.  This will involve working closely with the HsMs to ensure that pupils settle into school life by providing a sympathetic ear and practical support.  The House Matron is in charge of the domestic side of the day to day running of a boarding house.
Specific Areas of Responsibility

1. Liaising closely with the HsM with any concerns relating to the general welfare of the pupils.  This will involve some contact with the parents.

2. Liaising with the Matron’s Assistant to ensure all areas within of the House Matron’s responsibility are covered at all times.

3. Supervising the Domestic Assistants assigned to the House and managing their workload to ensure that the House is maintained to a high standard of cleanliness, assisting with domestic duties when required.
4. Supervising the Laundry for pupils

5. Reporting all repairs and faults of fixtures and fittings in the house to the Maintenance Manager, and liaising with HsM on updating of fixtures, fittings and decoration.
6. Supporting house events, such as the annual House Dance and assisting at Founderstide Day, Open Days and New Pupils Teas, as appropriate
7. Conducting annual staff appraisals for the Domestic Assistants in the house
8. Setting up the house prior to any Holiday Lettings and assisting with Summer Lets (one day a week)

Skills 

· Have a warm and sympathetic personality
· Be tactful, discreet and a good listener
· Be firm and fair
· Be practical and keep a cool head in emergencies
· Be willing to attend training courses, as appropriate
· Have a hands on approach to all aspects of running the domestic side of a house
All offers of employment will be subject to the receipt of satisfactory references, together with clearance from the enhanced Criminal Records Bureau and a six month probationary period.
