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CANDIDATE   INFORMATION   PACK

PERFORMING ARTS COORDINATOR 



WELCOME

I am delighted that you are 

considering this opportunity at 

North London Collegiate School.
North London Collegiate School (NLCS) was
founded in 1850 byFrancesBuss,an early 
pioneer of girls’education. One of the
country’sleadingacademicdayschools, NLCS 
is a forward-thinking, inclusive and vibrant 
community.

The School provides an ambitious academic 
education and achieves some of the best results 
in the country. The focus in the classroom is on 
fostering a deep love of learning and our 
teachers are passionate subject experts. The 
School has a strong intellectual traditionbut it is 
also defined by an ongoing commitment to 
innovation. The school’s Ideas Hub is a centre for 
creative thinking and pioneering curriculum 
development. 

Pupils benefit from an exceptional range of 
activities beyond the classroom through our co-
curricular and academic enrichment programmes. 
We welcome over 250 visiting speakers per year, 
we offer 18 different sports, host over 40 concerts 
and several ambitious dramatic productions each 
year, publish multiple student-led magazines, and 
offer activities as varied as Model United Nations, 
Chess, VEX Robotics and Magic Club. 

Our pastoral care is focused on developing 
happy, independent and resilient young women. 
Our pupils are free to be themselves at School 
but ready to embrace the opportunities of the 
world beyond NLCS. Our community is 
welcoming and inclusive and celebrates its rich 
diversity. 

At NLCS, we deeply value our staff and are 
committed to their well-being and professional 
growth. We understand that a supportive and 
nurturing environment is crucial for everyone, 
not just our students. Our comprehensive staff 
development programme and strong support 
network ensure that our staff thrive both 
professionally and personally.

We are looking for a new Performing Arts 
Coordinator to provide essential administrative 
support to our Music and Drama departments.
The role requires flexibility as there will be a 
requirement for some evening and weekend 
work to support concerts and productions.

If you would like to join this dynamic and 
friendly community of pupils andstaff, I would
be delighted to receiveyour application.

VICKY BINGHAM 
HEADMISTRESS
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THE SCHOOL
North London Collegiate School has an 
international reputation for academic 
excellence, combined with exceptional 
pastoral care and extra-curricularachievement. 
NLCS  is an academicallyselective girls' school. 
There are 790 studentsin the Senior School, 
233 of them in the SixthForm, and
approximately310 in  the  JuniorSchool. The 
School takes pride in thereligious and social 
diversity of its intake.

The School's aims are to provide an ambitious 
education for all its pupils and to enable each 
girl to make the most of her own gifts. The 
highest priority is to maintain an exceptional 
team of staff, both academic and professional, 
who are dedicated to each pupil's 
development and share our passion for 
excellence. All pupils are expected to learn to 
recognise academic excellence and realise that 
it is attainable.

Alongside these aims for the classroom, staff 
strive to make school a place where the 
whole personality can grow. Good relations 
between staff and pupils, and between girls 
themselves, are fostered. At NLCS,  education 
is much more than passing examinations and 
the girls are encouraged to try themselvesout 
in a variety of ways. Staff strive to maintain a 
community which is tolerant andteaches 
service to others.

Set in over 30 acres of parkland, the School 
has extensive facilities. These include a new 
Wellbeing Centre which underlines the 
School’s commitment to ensuring thatNLCS
continues to provideas roundedand
supportivea pastoralofferingas is possible.

In 2025, 83.4% of GCSEs were a grade 9, and a 
notable 95.9% of grades were 9/8.At A-Level 
our students achieved an impressive 54.3%  A* 
grades, 86.1% A*- A and 96.1% A*- B. In addition 
to A-Levels, we offer the International
Baccalaureatein the Sixth Form and we havean
outstanding recordof success. Our students 
gainedan averagepoint score of 42.94  in 2025,
placing us againamong the best IB schools in the
world.

Places are heavily oversubscribed, and entry is 
extremely competitive.

Our leavers receive offers from an impressive 
range of university destinations including 
Oxford, Cambridge, Harvard, Yale and 
Princeton, as well as other leading universities 
such as Warwick, Edinburgh, UCL and Imperial.
We are extremely proud of our alumnae 
(Old North Londoners), who have achieved 
international prominence in a wide variety 
of career pathways from music, drama and 
the arts through to science, sports, politics 
and law.

We have an extensive schedule of extra- 
curricular activities including a weekly 
speakers’ programme for all students inYears 11, 
12  and  13.NLCS  students regularlyreach the 
finals of national and international 
competitions, such as F1 in Schools, chess, 
Young Enterprise, coding and debating.

There is also a remarkablecommitmentto
outreachand charity work,reflectingthe rich
and harmoniousdiversityof the School.

To find out more about the school, click
HERE.
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PERFORMING ARTS COORDINATOR 
THE ROLE
As our new Performing Arts Coordinator, you 
will be highly organised, proactive and 
passionate about the arts. You will play an 
essential role in supporting the vibrant musical 
and creative life of the School. From 
coordinating instrumental lessons and 
managing ABRSM applications lessons to 
supporting concerts and productions, this role 
is ideal for someone who enjoys organisation, 
communication, and working in a lively school 
environment.

LINE MANAGER:
Jointly managed by the Directors of 
Music and Drama

CONTRACT:
Permanent, working term timeonly with 10 
plus days and 5 INSET days

HOURS OF WORK:
40 hours per week. 
The role requires flexibility as there will be a 
requirement for some evening and weekend 
work to support concerts and productions. 
Additional payment will be made for these 
hours.

ACTUAL SALARY:
FTE – 31,951 - £35,268 depending on skillsand
experience.
Actual pro rated salary £25,952 - £28,647 per 
annum, plus pay for additional hours.

MAIN RESPONSIBILITIES
Music Department
Liaising and communicating efficiently with 31 
members of staff working in the Music School 

Day to day liaison and communications with the 
Visiting Music Teachers, managing their 
timetabling of lessons, and any further needs and 
requirements in the course of carrying out their 
teaching duties

Compiling weekly music lesson timetables from 
Schoolbase/Maestro and disseminating to stake 
holders including Junior School and displaying in 
the Music School

Managing Music Lesson Programme enrolment

Managing ABRSM examination applications and 
timetables using the ABRSM dashboard; and 
completing full preparations for the visiting 
examiners

Attending and managing ABRSM exam days and 
Music Scholarship Audition Days

Management of the South East Schools Chamber 
Music Competition in conjunction with the 
Director of Music (NLCS) and the Assistant 
Director of Music from the competition’s partner 
school

Drama Department
Compiling rehearsal schedules for productions 
and use of drama spaces and displaying on Drama 
noticeboards

Managing the acquiring of performance rights and 
distribution and collection of performance scripts 
for Drama productions
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General Administration 
Assisting in compiling the annual music and 
drama diaries in preparation for calendar 
meetings

Advising of any necessary expenditure in 
preparation for the annual budget proposal

Arranging large-scale photocopying as required 
by the Music or Drama Departments including 
sets of music and concert programmes

Managing room bookings

Compiling and managing registers of music 
ensembles, theatre production casts, drama 
clubs and Performing Arts ensembles

Arranging for letters to be added to the weekly 
SchoolPost communication window

In conjunction with our Trips Coordinator and 
the Trip Manager, assist with the general 
administration required for school trips, e.g. 
Evolve, risk assessments, communications with 
students/parents. 

Assisting the Junior School Directors of Music 
and Drama with administration pertaining to 
events including programmes, letters and any 
communications with parents

Assist with monitoring fixtures and fittings of 
the Music and Drama departments and advising 
the Directors of any issues requiring attention. 

Auditing and managing the drama literature and 
costumes/prop storage; music libraries and 
instrumental stock including Instrument Rental 
arrangements and the borrowing and returning 
of props and costumes

Ordering supplies from preferred suppliers as 
indicated by the relevant Director

Managing departmental display boards

Events and Event Management
Compiling programmes as required by the 
Directors of Music and Drama relating to 
music concerts and drama performances

Managing ticketing for all Music and Drama 
productions and support for marketing of 
events

Managing front of house for specified Music 
concerts and Drama productions

Completing Calendar Request, Event and 
Catering forms as required by the Directors of 
Music and Drama

Maintaining an up-to-date list of Cups and 
Colours, including student participation 

The postholder will also be requiredto
undertake any other duties as reasonably
requiredby the Head andLineManagers
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The successful candidate will demonstrate strong 
team building, communication skills,warmth and 
empathy. They will have a highlevel of 
organisational and interpersonalskills, be 
committed to maintaining thenurturing and 
supportive ethos of the school, and be an 
enthusiastic, caring and positiverole model 
within the School community.

GENERAL SKILLS REQUIRED
Excellent interpersonal skills,with the ability to 
relatewell to people on all levels,and to show
ambition for theSchool and its direction

Ability to work effectively as a memberof a
team,to show initiativeand imaginationand to
have vision and the ability to inspire others

First class organisationaland administrative
skillswith the ability to remaincalm under
pressureand to work to tight deadlines,
managingcompeting priorities

Excellentwritten and spoken English

PERSON SPECIFICATION
It is highly desirablethat applicantshave the 
following attributes

EDUCATION  & QUALIFICATIONS
Educated – to at least ‘O’ Level standard or 
equivalent with GCSE/O  Level English & Maths grade 
C or above

SKILLS & ABILITIES
The ability to work independently as well as part of a
team.

A high levelknowledgeof Microsoft Office products 

EXPERIENCE & KNOWLEDGE
Experience working in Music and/or Drama 
departments in an educational environment

Working as partof a large team

Workingwithina school environment

Experienceof workingwith Schoolbase

An understandingof the independentschool sector

OTHER
Personal integrity, honesty, energy, stamina 
and enthusiasm

A genuine passion for the arts

A sensitivity to the needs of young people and 
a commitment to their support, care and 
nurture

Ability to maintain strict confidentiality

Enthusiastic, and self-motivated to get the job 
done to the highest standards

Flexibility around working hours to support 
evening concerts and drama productions

THE PERSON



EQUALITY,  DIVERSITY  & INCLUSIVITY
North London Collegiate School condemns 
unequivocally discrimination and inequality 
in all its forms.

Our School was founded on the principles 
of respect and compassion, service to 
others, and active, positive participation in 
society and the wider world. We cannot 
change the past, but we must learn from it. 
It is not sufficient to say that we are not
racist – we must be actively anti-racist in our 
actions, policies and educational delivery.
As a school, we are proud of our heritage of 
supporting, embracing and celebrating all the 
members of our community, as exemplified in 
our School Aims.

We recognise and celebrate the benefits of 
having a diverse school community, inwhich 
individuals value themselves, one another, and 
the different contributions that everyone can 
make to the school, our widercommunity and 
the world.

Our students are taught to value and respect 
themselves and others as they work hard to 
prepare to take leading roles in our future 
society.

In the provision of equal opportunities, the 
School recognises and accepts its 
responsibilities under the law and opposes 
discrimination based on the protected 
characteristics under the Equality Act 2010.
We oppose all bullying and unlawful 
discrimination on the basis that a person

has a special educational need or learning 
difficulty, or because English is an additional 
language. We are committed to being an equal 
opportunities education provider, and to 
equality of opportunity for all members of our 
school community.

North London Collegiate School aims to ensure 
that all policies and practices conform with the 
principle of equal opportunities andcomply with 
the public sector equality duty set out in 
section 149 of the Equality Act 2010.

We will tackle inappropriate attitudes and 
practices through our staff leading by example, 
through the Personal, Social and Health 
Education (PSHE) programme, through our 
supportive school culture and through our 
school’s policies. Our teaching will reflect
the diverse nature of our modern world
and we will seek through our extracurricular 
activities, partnerships and School societies to 
challenge inequality and inequity, promulgate 
fairness and equality for all and to celebrate 
the differences that make us all unique and 
valuable members of society.

We believe that our School community is 
an agent for change in the world, and we 
continue to seek to ensure that more 
generations of young people leave North 
London Collegiate School empowered and 
enabled to take the next steps forward
in their education and lives for their own
benefit and for the good of society as a 
whole.
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TERMS, CONDITIONS  & BENEFITS
KEY DATES 
Closing date for applications: 
Monday 20th April 2026 at 7.00am 

Interview Date: Monday 27th April 2026

Start Date: September 2026

LOCATION
NLCS  is a short walk from Canons Park or 
Stanmore stations.

Staff arriving at Edgware Station on the 
Northern Line can use our free Station 
Shuttle-bus service.

For further information please visit our 
Travelling to School page HERE.

SALARY
Highly competitive salary, paid according to 
experience and qualifications.

PENSION
Staff are eligible to join the Support Staff
PensionScheme.

MEALS
A free lunch is availablefor all staff during
term time.Thomas Franks, our dedicated
caterer, accommodatesalldietary
requirements.

EYE CARE SCHEME
We partner with Specsavers and all staff 
are eligible for a free two-yearly eye test. 
Should you require glasses following your 
test, specifically for the use of a VDU, you 
will receive a reduction on the cost of a 
pair glasses. 

CYCLE TO WORK SCHEME
The School is a memberof the Cycle to
Work Scheme,whichallowsstaff to make
Tax and NationalInsurancesavingswhen
purchasinga bicycle.

ELECTRIC VEHICLE SCHEME
We partner with Tusker to bring staff a tax 
efficient way to get behind the wheel of a 
brand newcar that’s not only good for 
your wallet but also the environment.

HEALTH CARE SCHEME
Staff are eligible to be part of a
discountedhealth insurancescheme.

DISCRETIONARY LEAVE 
To support your work life balance and well 
being, we offer generous paid 
Dependency, Religious Observation and 
Special Leave.

FEEREMISSION
A teacher’sdaughterthat meets the
entrancecriteria is eligible for 60% fee
remission for the first daughter and 30% for 
the second. The remission is pro-rated for 
part time staff. 

.

CANONS SPORTS CENTRE
Canons Sports Centre is located in the
beautifullylandscapedgroundsof NLCS.
Staff have free accessto the Sports
Facilitiesat designatedtimes.
This includes the FitnessStudios,
SwimmingPool and Multi-PurposeSports
Hall.

PERFORMING ARTS CENTRE
Our PerformingArts Centre which
has a 350-seat theatre holds up to 40
productionsand concerts each year.
Tickets are availableto staff with the
majority of performancesbeing free or at
a discountedprice.

SAFEGUARDING
NLCS is committed to safeguardingand
promotingthe welfareof young people 
and expects all membersof all staff to
sharethis commitment.

Applicantsmustdeclareany criminal
convictionsas the post is exempt under
the Rehabilitationof Offenders Act 1974.

Appointments will be conditionalupon the
receipt of a satisfactoryresponseto a
check of police recordsvia the Disclosure
and BarringServiceand referencesfrom
previousemployers.

We are an EqualOpportunitiesemployer.
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