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Box Hill School is a non-selective, co-educational boarding and day school for 425 girls and boys aged 11- 
18. Set in 40 acres in the rolling Surrey countryside, the school is situated at the heart of Mickleham village, 
but close to major road, rail and air links and only 40 minutes from central London. 

 
The ethos of the school is anchored firmly in the belief that all pupils should reach their maximum 
potential. They are encouraged, nurtured and challenged in all they do. We believe that a strong academic 
tradition, combined with outstanding pastoral guidance produces well-adjusted young people, ready to 
greet the world with energy, confidence and enthusiasm. The school has a long heritage of delivering first- 
class learning in a warm, supportive, holistic and nurturing atmosphere. We aim to promote international 
understanding, democracy, a care for the world around us, a sense of adventure and the qualities of 
leadership and service to others. 

 
The School is led by the Headmaster, Mr Cory Lowde and governed by a board that brings a wealth of 
experience to support the school’s successful and forward thinking management. Box Hill School is 
committed to maintaining its distinctive ethos: preparing young people for life by facing it directly within a 
supportive but challenging environment. It is a school that dares to be different from the normal public 
school mould. 

A Brief History 
The school was founded in 1959 and since then, it has had only four Headmasters, including our current 
Head. This commitment to our school by its leaders shows how special and tight-knit our community is. 
The main building, Dalewood House, was built in 1883 and has a magnificent mix of mock Tudor and Gothic 
styling. Fine wood panelling, hand painted tiles, fireplaces and beautifully crafted and themed stained glass 
windows are features throughout. Externally, the grounds and facilities reflect the growth and 
development of the school through the years. Our most recent new building, a state of the art Sports 
Centre was opened in 2018 and demonstrates our ambition to provide our pupils with a vibrant, 
progressive and creative environment in which to be educated. 

 
Round Square 

The school is a founder member of Round Square, a worldwide association of schools sharing the 
philosophy of Dr Kurt Hahn – to place academic work at the heart of the school whilst emphasising the 
importance of an all-round, holistic education as preparation for life. 

He inspired a set of principles or IDEALS (Internationalism, Democracy, Environmental stewardship, 
Adventure, Leadership and Service) that are embedded into the Box Hill School way of life. 

Central to this is the spirit of ‘having a go’ whether academic work, performing on stage, scaling a climbing 
wall or taking part in expeditions at home or abroad, all are aimed at unlocking potential in pupils. 
Membership of Round Square gives pupils unparalleled opportunities for travel and adventure, and we 
have a number of on-going overseas aid projects in which they can participate and in exchanges to other 
Round Square schools around the world. 

Introduction 
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Job Purpose 
 

To ensure the highest standards in the delivery of IT Support services to students and staff. Reporting to the Head of IT 
services, you will be joining a small, dynamic and friendly IT Support team. You will be supporting users on a variety of 
issues and will be working on a diverse range of technologies, including Microsoft Windows, Apple Macs/iPads, Office 
365, Cloud applications, Classroom audio visual equipment, Mitel phone system, Cisco Meraki Wi-Fi/switches, FortiGate 
firewall.  
 

Duties and Responsibilities 
 
• Manage assigned helpdesk tickets efficiently and communicate with users until resolution. 
• Use Active Directory to manage user accounts and group policies. 
• Managing user accounts and resolving password issues for students, staff, parents and external 

partners. 
• Manage the Microsoft 365 admin center environment. 
• Set up and configuration of PC/laptop equipment with required operating systems installing software 

and drivers where necessary. 
• Troubleshoot hardware and software, diagnose problems, implement corrective action procedures 

following best practices and/or escalate to other technical resources. 
• Manage ID/door access card system. 
• Working in collaboration with team members to troubleshoot both complex and routine issues. 
• Maintaining printers and supplies. 
• Undertaking Windows server maintenance and security patching. 
• Performing one to one staff training on technology as required. 
• Manage firewall policies and web filtering settings. 
• Proactively manage endpoint computers security and conduct routine patching. 
• Routinely reimage computers to optimise performance and keep templates up to date. 
• Follow best practice guidelines to ensure the security and privacy of school systems. 
• To be able to perform tests and evaluations on new software and hardware. 
• Deliver IT projects as directed by the Head of IT services. 
• Support telephone system. 
• Ensure good change management practice and documentation. 
• Support Wi-Fi network and troubleshoot any issues. 
• Ensure the maintaining of records/logs of loan equipment, repairs and maintenance schedules. 
• Install, setup and manage network switches. 
• Manage and maintain Apple Mac computers and iPads. 
• Support and maintain classroom projectors, screens and audio visual equipment. 
• Providing technical support in moving and setting up of audio visual and IT equipment. 
• Work with external technology partners to deliver projects and resolve any escalated issues. 
• Keep IT documentation up to date. 
• Attend staff meetings. 
• Take responsibility for matters relating to health and safety. 
• Any other tasks as required by the Head of IT services. 

The Role 
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Criteria Essential Desirable 

Experience Active directory user management and group 
policy management. 

 
Microsoft Office 365 administration and 
application                 support. 

 
1st, 2nd and 3rd line support. 

Using computer imaging software. 

Azure Active Directory. 

Supporting and troubleshooting a variety of 
mobile computing devices and operating 
systems. 
 
Management of Microsoft servers. 
 
Supporting network switch infrastructure. 

 
Knowledge of service management systems and 
ITIL best practice. 

 
Good knowledge of LAN, internet security and 
data privacy principles. 
 

Firewall management. 
 
Microsoft Hyper-V technologies. 

 
Managing backups and recovery 
solutions. 
 
Experience within the education 
sector. 
 

  
 

 

Person Specification 
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Child Protection and Safeguarding 

Personal Skills Excellent written, verbal communication and 
organisational skills. 

 
Ability to work as part of a team, as well as 
being a highly motivated self-starter, able to 
use own initiative and creatively problem solve. 

 
Experience of working collaboratively with end 
users and able to explain technical issues to 
non-technical users. 

 
Adaptable and willingness to take part in 
continual professional development. 

 
Able to work outside of office hours (on a pre-
arranged basis), including weekends for 
essential maintenance and project work, when 
required. 

 
Ability to multi-task, prioritise and work calmly 
under pressure. 

IT project management 
experience. 

Qualifications Degree and/or professional IT certifications.  

 
 

 
 

• Full time role, permanent, 35 hours per week. 
• Normal hours are 8am – 4pm. 
• 20 days holiday per year plus bank holidays. 
• 3 months probationary period, after which the post will be confirmed as permanent. 
• Auto enrolment pension entitlement. 
• The successful applicant will be required to complete a pre-employment medical questionnaire. 
• Salary competitive within the sector and commensurate with the successful candidate’s 

experience. 
 
 

The Governors of Box Hill School are committed to safeguarding and promoting the welfare of children 
and young people and expect all staff to share this commitment. Applicants must be willing to undergo 
child protection screening appropriate to the post. This will include making an enhanced disclosure to the 
Disclosure and Barring Service. Further details about the school’s policy regarding Safeguarding and 
Disclosure in relation to recruitment and selection can be found on the Current Vacancies page of our 
website www.boxhillschool.com 

Terms and Conditions 

http://www.boxhillschool.com/
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Applications 

 

Candidates can download the application form from the school website on the current vacancies 
page, https://www.boxhillschool.com/about-us/current-vacancies. 

 
Completed applications should be emailed with a covering letter explaining suitability for the 
role to Mrs              Jackie Hazeltine, HR Manager at HR@boxhillschool.com.  
 
CVs will not be accepted in place of the completed Application Form but may be included as part 
of the application process. 

 
The closing date for applications is Monday 12th Dec 2022. 

http://www.boxhillschool.com/about-us/current-vacancies
mailto:HR@boxhillschool.com
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