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THE SCHOOLS 
 

The Mary Erskine School and Stewart’s Melville College are two of the three schools administered 

by the Royal Company of Merchants of the City of Edinburgh.  Since 1989, powers have been 

devolved to the Erskine Stewart’s Melville Schools’ Governing Council, a sub-committee of The 

Merchant Company Education Board. 

 

Since 1978 the schools have comprised The Mary Erskine School, Stewart's Melville College and the 

ESMS Junior School.  Through this arrangement, the senior schools are separate and single-sex and 

are each led by the Principal, while all the girls and boys below the age of 12 are educated together 

in the Junior School.  An overall roll of approximately 2750 pupils reflects parental belief that their 

sons and daughters are obtaining an ideal combination of co-education and single-sex schooling.  

Since August 1999, the Sixth Form has become a genuinely 'twinned' experience, with boys and girls 

jointly comprising a single academic, pastoral and social unit. 

 

The schools are predominantly for day pupils, but there is a boarding house for approximately fifty 

girls and boys in the grounds of Stewart's Melville College and this reinforces a powerful sense of 

community.  All three schools are characterised by high academic standards and by fine 

reputations in music, sport and a wide range of extra-curricular activities. 

 

The values of the schools rest on their belief in the uniqueness of each individual boy and girl.  The 

schools also attach great importance to pastoral care. 

 

 



THE DEPARTMENTS 
 

The Mary Erskine School 

The Department has eight full-time members of staff and three part-time members of staff.  The 

Department offers certificate courses at National 5, Higher and Advanced Higher to complement 

a very broad and varied core curriculum and is also involved in a large number of extra-curricular 

clubs and teams, including Athletics, Badminton, 5 Basketball teams, Cross Country, Dance, Golf, 

20 Hockey teams, Swimming, Tennis, and Volleyball.  The department is involved in the teaching of 

Nursery children, 16 Primary 1-3 classes, as well as Primary 5, 6 and 7 girls’ Games and S1 to Sixth 

Form. 

 

Stewart’s Melville College 

The Department has nine full-time members of staff and one part-time member of staff.  The 

Department offers certificate courses at National 5, Higher and Advanced Higher to complement 

a very broad and varied core curriculum. The Department is responsible for teaching Primary 4-7 

in Physical Education and Games, as well as core Physical Education and Games to S1 to Sixth 

Form. The Department is also involved in a large number of extra-curricular clubs and teams, 

including Athletics, Badminton, Basketball, Cross Country, Cricket, Curling, Football, Golf, 

Hockey, Rugby, Skiing, Squash, Swimming and Tennis. 

 

 

 

THE POST 
 

BASIC FUNCTION The Sports Administrator will provide administrative support to the 

PE Departments at both Stewart’s Melville College and The Mary 

Erskine School. 

 

ACCOUNTABILITY The Sports Administrator will be accountable to the Heads of PE, 

and through them to the Heads of The Mary Erskine School and 

Stewart’s Melville College. 

 

AUTHORITY  The Sports Administrator has administrative responsibility within the 

PE Departments, as delegated by the Heads of PE at The Mary 

Erskine School and Stewart’s Melville College. 

 

RELATIONSHIPS  The Sports Administrator will work closely with the Heads of PE, 

Heads of Junior School Boys’ and Girls’ Sport, the APT PE at The 

Mary Erskine School and the Head of Games at Stewart’s Melville 

College in carrying out key tasks.  

 

KEY TASKS 

 

The Sports Administrator will 

• Provide administrative support to the PE Departments at The Mary Erskine School, 

Stewart's Melville College and the ESMS Junior School 

• Acquire information to upload onto SOCS Sport and oversee the management of the 

SOCS Sport website 

• Provide new members of staff with training, if necessary, in the SOCS Sport website 



• Liaise with staff regarding results, fixtures and team sheets 

• Provide administrative support for tournaments and galas 

• Provide administrative support for special fixtures and trips/tours 

• Assist with the administration required for entries, registration, etc with external sports 

organisations 

• Provide administrative support to staff outwith the PE Departments who are working in 

sports and with teams on a regular basis 

• Have responsibility for sending out SchoolPosts, newsletters and updating Firefly pages 

• Create lists, registers and spreadsheets from PASS 

• Assist with transport arrangements and alterations to plans for fixtures  

• Have responsibility for updating Sports noticeboards, photographs and posters 

• Assist with the updating and maintaining of the winter and summer games lists 

• Assist with the promotion of any significant sporting events 

• Be the minute taker for both departmental meetings 

 

KEY SKILLS REQUIRED 

 

• High level of competence with Microsoft software packages (Outlook, Word and Excel) 

• Some practical experience of databases  

• Excellent inter-personal skills with a facility to remain calm and polite under pressure 

• The ability to forward plan and work to deadlines 

• Reliability, dependability and ability to show initiative 

• Attention to detail 

 

 

 

PROFESSIONAL REVIEW AND DEVELOPMENT 
 

All ESMS staff participate in a three-year cycle of professional review. 

 

 

 

REMUNERATION AND OTHER CONSIDERATIONS 
 

Hours of Work: This is a permanent, full-time post during term time only.  Office hours are 

8.30 am to 4.30 pm, Monday to Friday, with 45 minutes (unpaid) for lunch, 

a paid working week is 36¼ hours.  There is entitlement to a free 

school lunch during term time.  However the Sports Administrator must be 

prepared to be flexible with regard to working hours and be capable of 

adjustment to events and demands. 

 

The Sports Administrator will divide his/her working week equally between 

The Mary Erskine School and Stewart’s Melville College. 

 

Salary: The salary will reflect relevant experience.  The starting salary is likely to be 

from £17,505 to £18,729 per annum (Points E15-E18 on the ESMS Support 

Staff Salary scales).  Salaries are reviewed annually on 1 April. 



Pension: The successful applicant will be enrolled automatically into the Merchant 

Company Stakeholder Pension Scheme. 

 

All staff have access to the Schools' Sports Centres and Swimming Pool, free of charge. 

 

Please note that the school operates a No Smoking Policy and smoking is not permitted on the 

school campus at any time. 

 

 

 

APPOINTMENT PROCEDURES 
 

Applications should be in the form of a letter, addressed to Ms Kirsty Nicholson, Head of The Mary 

Erskine School, and should be supported by a full Curriculum Vitae along with the names, addresses 

and contact details of two referees.  Please note that references will only be taken up after interview. 

They should be sent by email to recruitment@esms.org.uk or by post to the HR Administrator, 

Erskine Stewart's Melville Schools, Ravelston, Edinburgh EH4 3NT, from whom further particulars 

may be obtained.  This information is also available on our website. 

 

The closing date is Thursday 25 July 2019. 

 

http://recruitmentaesms.org.uk/

