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Thank you for  expressing an interest  in
joining us here at  Merchant Taylors ’
Prep.

MTP is  a  warm and welcoming boys 3-11
prep school  in  Moor Park,
Rickmansworth.  We are a  school
committed to maintaining a strong
academic tradit ion whi lst  preserving a
balance between the academic,
spir i tual ,  emotional  and physical  needs
of  our pupi ls .  We seek to develop the
boys’  character  through promoting
values and disposit ions,  h igh qual i ty
teaching and an extensive range of
extra-curr icular  act iv i t ies .

Since jo ining the Merchant Taylors ’
fami ly  of  schools  in  2015 we have been
col laborat ing with the senior  school  to
create,  for  the f i rst  t ime in  Northwood,  a
‘ through school ’  experience for  boys
from 3 to 18.  This  has been a very
excit ing development conceived with
the aim of  creat ing a cohesive and
seamless curr iculum and making the
process of  transfer  from the prep school
to the senior  school  s impler .

The admissions system for  our pupi ls  to
Merchant Taylors ’  School  is  based on
on-going assessment at  school  and not
dependent on one external  examinat ion.
This  has freed s ignif icant  t ime in our
curr iculum,  which we have been
devot ing to ‘ intel lectual  cur iosity ’  and
the development of  h igher order
thinking ski l ls .

Pr ior  to 2015,  we were known as
Northwood Prep,  with a  very successful
history s ince 1910,  when the school  was
founded by Francis  Terry.  Throughout
more recent  developments ,  Francis
Terry 's  or iginal  v is ion of  the school  has
been maintained.  A Christ ian,  car ing
environment has been establ ished
where each pupi l  is  valued as an
indiv idual  and given a ful l  range of
opportunit ies ,  and al l  concerned -
pupi ls ,  staff  and governors -  str ive for
excel lence.

Mr Miles Chester
Head

Welcome from the Head



The School
Merchant Taylors '  Prep,  or iginal ly
founded in 1910 as Northwood Prep by
Francis  Terry ,  has a  long history of
excel lence in  educat ion.  The school
moved to i ts  current  s i te  at  Moor Farm
in 1982,  where i t  has s ince f lour ished.  In
2015,  the school  became Merchant
Taylors '  Prep,  a l igning with the broader
Merchant Taylors '  educat ional  fami ly .

We provide an exceptional  academic
experience within a  select ive sett ing,
designed to chal lenge and inspire our
pupi ls .  Admission is  competit ive at  each
entry point ,  3+,  4+,  and 7+,  ensuring we
admit  boys who wi l l  thr ive in  our
support ive,  dynamic,  and intel lectual ly
st imulat ing enviroment.  Our broad and
balanced curr iculum is  ta i lored to meet
the needs of  each indiv idual ,  foster ing
intel lectual  cur iosity  and a love of
learning.

History

Set on a beaut i ful  15-acre s i te ,  the
school  combines Grade I I  l isted farm
bui ldings with modern faci l i t ies  such as
the Pre-Prep and Sports  Hal l .  This
unique sett ing provides a  st imulat ing
environment where pupi ls  can learn,
grow,  and thr ive.  The grounds are r ich
in history.  They are the s i te  of  Cardinal
Wolsey’s  home the Manor of  the More,
later  owned by Henry VI I I  and l ived in  by
Catherine of  Aragon,  the s i te  of  the
Treaty of  the More in  1525.  This  her i tage
is  an integral  part  of  the school ’s
character ,  providing a sense of
cont inuity  and inspirat ion.

Academic Excellence

Through a combinat ion of  excel lent
teaching and strong pastoral  care,  we
aim to develop wel l-rounded,  conf ident
learners.  Our pupi ls  consistent ly  achieve
excel lent  results  and make successful
transit ions to senior  school ,  with the
major i ty  progressing to Merchant
Taylors '  Senior  School .  Many boys are
also awarded scholarships for  their
academic achievements and ta lents  in
sports ,  music ,  and the performing arts .  



The successful  candidate wi l l  p lay a  key
role in  shaping systems,  processes and
people development,  ensuring the
school  operates eff ic ient ly  and
sustainably  whi le  support ing i ts  long
term strategic v is ion.  Working closely
with the Head and Senior  Leadership
Team, they wi l l  lead on operat ional
planning,  dr ive organisat ional
improvement in i t iat ives ,  and foster  a
culture of  accountabi l i ty ,  col laborat ion
and cont inuous professional
development.  

The Assistant  Head (Operat ions &
Development)  provides strategic
leadership for  the school ’s  operat ions,
organisat ional  development,  digita l
strategy and compl iance.  They ensure
systems and processes enable excel lent
teaching,  learning and pastoral  care,
and lead cont inuous improvement
across data,  digita l  tools  and
whole ‑school  operat ions.  As a  senior
leader ,  they shape strategy and culture,
develop staff  through CPD and
appraisal ,  oversee r isk and regulatory
compl iance,  and help bui ld a  cohesive,
future ‑ focused school  community .  

We are seeking an outstanding Assistant
Head of  Operat ions and Organisat ional
Development for  September 2026 to
provide strategic leadership across the
operat ional  funct ions of  the school ,
dr iv ing cont inuous improvement and
organisat ional  effect iveness.  

Assistant Head
(Operations & Development)  

Responsible to:  The Head 

Member of :  Senior  Leadership Team

Line Management:  IT  Manager,  ISAMS Administrator ,  Administrat ive Team 

Core Purpose



Assistant Head (Operations &
Development) - Job Description 
Key Responsibilities:

1 .  Operat ional  Leadership  
Strategic Operat ions & Logist ics   

Lead day-to-day operat ional  management across the school .   
Lead the preparat ion,  crosschecking,  val idat ion and publ icat ion of  the whole school
calendar.  
Provide strategic oversight  of  logist ics ,  ensuring smooth,  eff ic ient  and proact ive
systems 
Lead operat ional  compl iance processes (r isk  assessments ,  pol ic ies ,  statutory
returns) ,  ensuring accuracy and cont inuous improvement.   
Coordinate major  operat ional  events such as open days,  parent  events and whole-
school  logist ics ,  managing pupi l  ambassadors and overseeing pupi l  tours .  

 
Timetable,  Staff ing & Dai ly  Systems  

Lead the strategic planning of  the academic t imetable,  ensuring coherence,  balance
and eff ic iency,  and oversee the operat ional  implementat ion of  the t imetable.   
Advise the Head on recruitment needs,  staff ing models  and staff  loadings.   
Manage staff  absence systems and coordinate dai ly  cover ,  working closely  with
Heads of  Sect ion.   
Oversee the duty rota ,  ensuring clar i ty ,  fa irness and effect ive supervis ion.   
Ensure smooth running of  dai ly  logist ics  including dut ies ,  rooming and supervis ion
schedules.   

 
 2 .  Staff  Development:  CPD,  Induction & Appraisal   
Induction & Early  Career Teachers  

Provide strategic oversight  of  the induct ion process for  teachers and TAs.   
Lead and qual i ty  assure the ECT programme,  ensuring compl iance with ISTIP and ISI
expectat ions.   
Support  and develop mentors of  ECTs and other new staff .   

Professional  Development & Appraisal   
Lead the whole school  CPD strategy,  including INSET design,  termly development
pathways and impact evaluat ion.   
Provide strategic oversight  of  the appraisal  process,  ensuring consistency,  fa irness
and developmental  value.   
Work with the Head’s  PA and SBM to ensure a l l  staff  complete statutory and
compliance training.   

3 .  Development of  Digital  Systems,  MIS and Data Protection
Management Information Systems (MIS)

Provide strategic leadership of  the School ’s  MIS to ensure effect iveness,  integrity
and compl iance,  whi le  a l igning systems and pract ices with those of  the Senior
School  where appropriate.
Set  standards for  data qual i ty  and statutory report ing,  working col laborat ively  with
relevant  teams across the two schools  to ensure consistency,  eff ic iency and shared
best  pract ice.

Digital  Platforms
Hold strategic responsibi l i ty  for  the School ’s  digita l  p latforms,  ensuring al ignment
with educat ional ,  safeguarding and organisat ional  pr ior i t ies ,  and coherence with
Senior  school  systems.
Ensure platforms contr ibute to eff ic iency,  communicat ion and workload reduct ion,
with day-to-day management delegated as appropriate.



Digital  Strategy and Infrastructure
Lead the School ’s  digita l  strategy in  col laborat ion with senior  and technical  leaders
across both Prep and Senior  Schools  to ensure interoperabi l i ty ,  scalabi l i ty  and value
for  money.
Maintain high-level  oversight  of  digita l  infrastructure,  safeguarding technologies
and long-term digita l  development,  ensuring al ignment with whole-school  IT
architecture and standards.
Contr ibute to the pr ior i t isat ion and sequencing of  IT  and digita l  projects  across
both schools ,  ident i fy ing opportunit ies  for  jo int  in i t iat ives and resource
optimisat ion.

Data Protection
Provide senior  leadership of  data protect ion and GDPR compl iance across the
School ,  working closely  with the Data Protect ion Off icer  at  the Senior  school .
Advise SLT and staff  on data-governance matters ,  contr ibut ing to a  consistent
cross-school  approach to r isk  management,  pol icy compl iance and information
security .

4.  Attendance & Punctual i ty   
Act as the School  Attendance Champion,  providing strategic leadership of
attendance and punctual i ty ,  including pol icy development and implementat ion.   
Maintain up ‑ to ‑date knowledge of  statutory guidance and best  pract ice,  ensuring
the school  meets a l l  regulatory expectat ions.   
Lead analys is  of  attendance and punctual i ty  data,  ident i fy ing patterns and
coordinat ing t imely intervent ions.   
Promote a culture of  strong attendance across the school  community .   
Ensure the integrity  of  registers  and oversee compl iance processes,  direct ing the
work of  the ISAMS administrator  as  required.   
Report  attendance trends and key insights  to SLT and Governors.   

 
5.  Strategic SLT Contr ibution  

Serve as a  key member of  the Senior  Leadership Team, contr ibut ing to whole school
strategy,  culture and development.  
Provide operat ional  ins ights ,  data and forecast ing to inform decis ion making.  
Deputise for  the Deputy Head or  Head as required.   
Bui ld strong professional  re lat ionships across the staff  body to ensure cohesive
implementat ion of  in i t iat ives.   
Contr ibute to inspect ion preparat ion,  staff  appraisal ,  leadership development and
recruitment ( including Safer  Recruitment requirements) .   
Lead and contr ibute to assembl ies ,  key school  events and the wider cocurr icular  l i fe
of  the school .   
Maintain a  v is ible ,  posit ive presence throughout the school  day,  model l ing
professional  expectat ions.  

Professional  Expectat ions  
Be present  from 8:00am to 5:30pm dai ly ,  with addit ional  evening,  weekend and
occasional  hol iday commitments as required.   
Uphold the highest  standards of  professional ism,  integrity  and conf ident ia l i ty .   
Work col laborat ively  with the SLT to ensure strategic pr ior i t ies  are ful ly  integrated
across the school .   
Undertake addit ional  dut ies as  assigned by the Head that  are reasonable and
al igned with the purpose of  the role .   



Essential Desirable
Method of

Assessment

Qualifications

Qualified Teacher Status
(QTS).  
Evidence of continued
professional development
relevant to senior
leadership.  

Additional qualifications
in leadership,
organisational
development, digital
strategy or systems
management.  
Training in project
management, change
management or digital
transformation.  

Applicant’s
Certificates

Experience

Proven record as an
excellent classroom
practitioner.  
Experience leading whole
school or substantial area
initiatives. 
Experience supporting,
mentoring or developing
colleagues.  
Experience working
effectively with parents
and external professionals.  
Experience contributing to
school improvement,
evaluation or strategic
development.  

Experience designing or
managing whole school
timetables.  
Experience coordinating
daily cover, supply
teachers or rota-based
staffing systems.  
Experience overseeing
duty rotas, rooming or
operational supervision
structures.  
Experience coordinating
largescale school events.  
Experience leading
digital strategy, MIS
development or systems
integration.  
Experience designing or
leading whole school
CPD. 
Experience managing
compliance processes or
operational risk.  
Experience supporting
ECTs or mentoring
emerging leaders.  
Experience with data
protection, GDPR
compliance or DPO
responsibilities.

Application
Form
Interview
Professional
References

Deputy Head (Operational &
Organisational Development) - Person
Specification 



Essential Desirable
Method of

Assessment

Safeguarding 

Commitment to the
safeguarding and welfare
of pupils.
Understanding of child
protection procedures
and safer‑recruitment
expectations.
Ability to maintain
confidentiality and
exercise sound
professional judgement.
Willingness to undertake
DSL/DDSL training if
required.

Applicant’s
Certificates

Skills

Strong leadership skills
with the ability to
motivate, inspire and hold
colleagues to high
standards.
Excellent communication
skills (written and
spoken).
Strong organisational
skills with the ability to
manage multiple
priorities.
Ability to analyse and use
data to inform
decision‑making.
Ability to problem‑solve,
mediate, and manage
conflict sensitively and
effectively.
Ability to work
collaboratively as part of
a senior team.

Ability to lead change
management and
organisational
development.  
High proficiency with
cloud-based tools, MIS
platforms and workflow
systems.  
Ability to analyse
operational data and use
insights to inform
strategic planning.  
Strong project
management skills and
the ability to implement
long term solutions. 

Application
Form
Interview
Professional
References



Essential Desirable
Method of

Assessment

Knowledge

Strong understanding of
curriculum, pedagogy
and assessment for
primary/prep pupils.  
Up-to-date knowledge of
national education
developments and
research-informed
practice.  
Understanding of
inclusion, wellbeing and
pastoral development.  
Strong understanding of
safeguarding principles
and statutory
responsibilities. 

Strong understanding of
digital systems that
support school
operations.  
Confidence with systems
such as ISAMS, CPOMS,
Seesaw, School Cloud,
Socs, Medical Tracker,
MSP and Toddle. 

Applicant’s
Certificates

Personal
Competencies
and Qualities

Warm, nurturing and
approachable.  
Emotionally intelligent and
reflective.  
High levels of integrity,
credibility and
professionalism.  
Positive attitude,
resilience and calmness
under pressure.  
Ability to build excellent
relationships with pupils,
staff and families.  
Commitment to equality,
diversity and inclusion.  
Alignment with the
school’s ethos, values and
aspirations.  



Senior Leadership Team 
Senior Leadership Team 

Our dedicated and highly  experienced
Senior  Leadership Team works in  c lose
partnership with the Head Master  to
translate the School ’s  v is ion and
strategic pr ior i t ies  into meaningful
pract ice across a l l  areas of  school  l i fe .
United by a  shared commitment to
excel lence,  the team provides clear ,
values-driven leadership that  supports
staff ,  inspires pupi ls ,  and sustains high
standards.  With pupi ls  f i rmly at  the
heart  of  every decis ion,  we are
unwavering in  our focus on their
academic progress,  personal
development,  and wel lbeing.  This
col lect ive approach ensures that
Taylors ’  cont inues to thr ive as an
ambit ious,  forward-thinking school  and
remains an exceptional  place to learn,
work,  and grow.

Together ,  the Senior  Leadership Team
drives the cont inual  development of  the
School ’s  culture,  ethos,  and educat ional
provis ion.  By foster ing col laborat ion,
innovat ion,  and professional  growth
across a l l  departments ,  the team
ensures that  pol ic ies ,  pract ices,  and
init iat ives ref lect  the School ’s  core
values and ambit ions.  Through a
combinat ion of  strategic oversight  and
pract ical  leadership,  the team creates
an environment where pupi ls  f lour ish,
staff  are empowered,  and Taylors ’
maintains i ts  reputat ion for  excel lence
and dist inct ion in  educat ion.



Benefits
Professional Development Opportunities 

Your wel lbeing is  a  pr ior i ty ,  with access
to on-site  School  Nurse,  and counsel l ing
services/Employee Assistance Program
(EAP) .  We also offer  free access to our
extensive le isure and sport ing faci l i t ies ,
including a gym,  swimming pool ,  and
parkland.

Health & Wellbeing

Enjoy longer hol idays than the
maintained sector ,  a long with free lunch
and refreshments during term t ime.  Fee
concessions are avai lable for  the
chi ldren of  members of  our teaching
departments subject  to entry
requirements.  Addit ional  l i festy le  perks
include cycle schemes,  parking,  and
discounts.

Work-Life Balance & Family Benefits
The School  offers  membership to a
Def ined Contr ibut ion (DC) pension
scheme through the Aviva Pension Trust
for  Independent Schools  (APTIS) .
Addit ional  f inancial  support  for  scheme
members includes l i fe  assurance,
offer ing four t imes your salary in  the
event of  death,  and income protect ion
for  long-term i l lness or  in jury.

Generous Pension & Financial Support

The School  offers  an extensive induct ion
programme for  a l l  new staff  and
encourages ongoing development
through generous INSET provis ion.
Funding for  essent ia l  tra ining and
career progression is  provided to help
you excel  in  your role .



Applications

Interviews to be held w/c 9 March 2026

Suitable candidates may be interviewed before the closing date and Merchant Taylors ’
Prep  reserves the r ight  to withdraw the posit ion i f  an ear ly  appointment is  made.
Appl icants  are therefore encouraged to apply ear ly .

Mr Miles Chester ,  Head 
Merchant Taylors ’  Prep 
Moor Farm 
Sandy Lodge Road 
Rickmansworth 
Hertfordshire
WD3 1LW

Please apply by downloading our appl icat ion form from the school ’s  website
www.mtpn.org.uk and either  emai l  to  recruitment@mtpn.org.uk or  send by post  to:

Closing date for  appl icat ions:  6 March 2026,  8AM

Merchant Taylors ’  School  is  an equal  opportunit ies  employer and committed to
safeguarding and promoting the welfare of  chi ldren.  As this  role wi l l  br ing you into
contact  with chi ldren you are expected to share this  commitment.  This  post  is  exempt
from the Rehabi l i tat ion of  Offenders Act  1974.  Appl icants  wi l l  be required to undergo
chi ld protect ion screening appropriate to the post ,  including checks with past
employers and the Disclosure and Barr ing Service (DBS) .

http://www.mtpn.org.uk/
mailto:recruitment@mtpn.org.uk


w w w . m t p n . o r g . u k

T e l :  0 1 9 2 3  8 2 5 6 4 8

E m a i l :  o f f i c e @ m t p n . o r g . u k

How we use your information
We wi l l  use the information which you provided,  and which we col lect  from other sources (such as from
references and from the Disclosure and Barr ing Service)  for  the fol lowing purposes:  to assess your suitabi l i ty
for  the role for  which you have appl ied,  to asses s  your suitabi l i ty  to work with chi ldren and to enable us to
comply with our legal  obl igat ions ( including safeguarding and promoting the welfare of  chi ldren ) .
Further information on how the School  uses personal  data is  set  out  in  the School ’s  Transparency Not ice,
which can be found on the Pol ic ies page of  the School  Website


