
Assistant to the Sixth Form Team 

Term time plus 4 weeks (36 weeks total) 

 

Wycombe Abbey is a world-class school operating at the cutting edge of educational excellence. 

With its distinctive heritage, magnificent 170-acre campus and impressive resources, the School 

provides an outstanding education for 660 girls aged 11-18. 

 

We are currently recruiting for an Assistant to the Sixth Form Team to support our Director of 

Sixth Form and three Deputy Heads of Sixth Form. This is an exciting opportunity for a highly 

organised, experienced and able administrator who will support the girls with preparation for 

and application to UK universities and provide support to the Sixth Form Team with organising 

appointments and liaising with girls and staff on behalf of the Director of Sixth Form. 

 

The successful applicant will possess excellent IT skills, the ability to prioritise multiple tasks and 

have an eye for detail. Knowledge of university application systems, particularly working 

knowledge of UCAS would be an advantage but is not essential. 

 

Salary: £15,857-£17,761 actual salary (£25-£28k FTE) depending on experience, in addition to 

excellent benefits including free meals.  

 

Hours: Monday to Friday 08:30 – 15:00 or similar (30 hours per week), plus occasional Saturday 

mornings 08:30 – 12:00 and occasional weekday evenings to assist with events. This post 

operates during Wycombe Abbey term time, however the post holder will be required to work 

for one week at the end of the Easter holiday, one week at the beginning of the Summer holiday, 

one week over the A level results period and one week at the end of the Summer holiday. Total 

working weeks is 36 per annum.  

 

To apply: Please complete an application form and submit this, together with a covering letter to 

the Headmistress Mrs J Duncan by selecting “Apply Now”. Should you have any questions then 

please do not hesitate to contact the HR Team on 01494 895575 or hr@wycombeabbey.com. 

Further details are found under ‘Vacancies’ on the School website: 

www.wycombeabbey.com. 

 

Closing date for applications: 23 June 2022 

 

Wycombe Abbey is committed to safeguarding and promoting the welfare of children and 

young people and expects all staff and volunteers to share this commitment. The successful 

applicant will be subject to an Enhanced DBS check. 

We are an equal opportunities employer. Registered Charity No. 310638 
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