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Boarding Coordinator 
Reports to :   Head of Ho use  

Department :  Boarding  

Job Description 

Ascham values staff who demonstrate a positive and proactive approach to their work and have a 
willingness to participate in the life of the School. We look for vibrant, dedicated and capable staff who 
have initiative, empathy, a good sense of humour and a  professional behaviour to help the School 
achieve its objectives.  

The Boarding Coordinator has primary responsibility for ensuring the wellbeing of the Boarders and the 
smooth running of a Boarding House. It also greatly contributes to the continuous dev elopment of a 
vibrant and eng aged Boarding community and the w ider Ascham community.  

 

Core Job Role Accountabilities 
 

• Work with the Head o f House to ensure regulatory, academic and pastoral requir ements for students 
meet the highest sta ndards of duty of care . 

• Assist  the Head of House oversee th e physical , social and emo tional welf are of each stud ent. Be  aware 
of the individual circumstances, needs, strengths and challenges of each st udent so that individual 
opportunities, talen ts and po tential are devel oped and maximised.  

• Create a warm, positi ve and safe home awa y from home for boarders by de aling with and providing 
timely re spon ses to the day -to-day and p astoral needs of boarders and their famili es.  

• Set and maintain c lear bo undaries and foster  an environm ent where  Boarders thr ive.  

• Meet deadlines, demonstrate attention to detail and be h ighly organised to support th e daily operational 
aspects of the boardi ng house as well as the logistical challenges of care in a diverse comm unity.  

• Provide t he first point of contact for boarders, their families and hosts, requiring staff to demonstrate an 
approachable customer foc used manner, professionalism and positive attitude in all ci rcumstances and 
situations.  

• Be a good role model for s tudents to foster and develop responsibility , resilience and personal 
development in each boarder accordi ng to their capacity and ca pability and s upport them by attending 
sc hool fu nctions and events as appropriate.  

• Promote the Boarding comm unity in a positive light by upholding the reputation of boarding, the School 
and its staff in the wider community.  

• Use professional judge ment to solve problems or escalate issues when there are no clea r methods or 
procedures in place for doing so.  

• Deliver specific objectives as agreed with the Head of Boarding to ac hieve the values, goals and 
strategies of the School.  

• Ensure compliance with the School’s Code of Conduct and all other internal policies and procedures.  

• Other duties as directed by the Head of House.  
 

Mandatory requirements 

• Relevant qualification s or experience gained from wo rking with young pe ople, pref erable girls, in teaching, 
nurs ing or ot her youth -related activities.  

• A thorough appreciat ion of and commitment to the boarders and their families and an understanding of 
their individual  requirements , development needs and their ongoing pastoral care needs.  

• Exceptional interpersonal skills and commit ment to positive relationships and professional communication 
with all stakeholders.  

• The ability  to work  collab oratively in a s mall team with an adaptable and proactive approach to all duties.  

• Excellent understanding and interest in contemp orary issues in adolescent wellbeing and development.  

• Advanced comp uter literac y, including Mi crosoft O utlook, Word , E xcel , and dat abases.   
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• A current First Aid and CPR certificate  

• A valid Working with Children clearance.   
 

 

Acknowledgment  

I have reviewed this position description and understand the duties and responsibilities of the role.  
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