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   Job description & person specification

Job Title
International Admissions Manager

Responsible to
Head of International Admissions

Contact with Children
This role is considered to be in regulated activity and will involve contact with children as part of the day-to-day working environment. The role involves minimal unsupervised contact with children.
Contract
Permanent,  All Year Round

Hours
Full time, 37.5 hours per week
Salary
£30,000.00 to £34,000.00 per annum, dependent on skills and experience

Purpose of the Job
The International Admissions Manager is responsible for the smooth running of the admissions process for International students into the Senior School, from initial enquiries about the School, through to registration and eventual enrolment. As the main point of contact for prospective parents for International students aged 13-18 years of age, the International Admissions Manager is required to be knowledgeable about the School and able to represent the school positively, and respond to queries quickly and efficiently.

Main Duties & Responsibilities
· To work to exceptional standards of customer service, ensuring that all International enquiries are dealt with in a prompt, professional and friendly manner.
· Manage the admissions pipeline via the Hubspot CRM, from initial enquiry through to offer, acceptance and eventual enrolment in a proactive, timely, organized and customer-focused manner
· Ensure the smooth and effective admission for all new pupils and provide excellent support service to parents, guardians and education agencies.
· Conduct regular online and face-to-face meetings with prospective parents and agents, showcasing Taunton School and selling the key benefits and differentiators.
· Represents all parts of Taunton School in order to recruit suitable international students from a wide range of nationalities.
· Develop and maintain good relations with reputable educational agencies, professional guardianship bodies, other schools and educational institutions
· Proactively promote the school, selling the benefits and differentiators, in order to generate and convert a large number of international enquiries to the school
· Arrange, coordinate and attend school visits, tours, and taster days, meeting and greeting prospective students, parents, agencies and guardians as appropriate, including arranging meetings with the Head and other members of staff
· Organise and attend School Open Days, external exhibitions, recruitment shows and events. This will include approximately 2 international recruitment trips per academic year.
· Recruit new pupils to the school to meet annual pupil number targets for different year groups
· Adhere to agreed admissions procedures and policies, converting enquiries into registrations and acceptances 
· Follow admissions procedures and policies in terms of registrations, gathering references, reports and UK Visa and Immigration documents.
· Identify and respond flexibly to developing trends in the international student market, maximizing the opportunity to recruit students
· Provide the Director of Admissions and Head of International Admissions with information on admissions numbers on a regular basis
· Provide administrative support, including admissions database and CRM management
· Organise online assessments and interviews, as necessary
· Be a UK Visa and Immigration (UKVI) Level 1 user
· Be jointly responsible for the issue, transfer and withdrawal of student CAS’ for all international students
· Ensure the school remains fully compliant with UKVI policies and procedures, and ensure any significant changes to the UKVI systems/procedures are reported promptly
· Build and maintain relations with internal staff
· Work closely with key stakeholders to ensure the right numbers and quality of students transfer from the school International Academic Pathways (IAPs) courses to relevant mainstream courses within the Senior School.
· Work closely with the Head of International Admissions, the International Admissions team and the UK Admissions team.
· Work with the other members of the International and UK Admissions teams, and provide cover during period of absence
· Maintain and update pupil files, parent information, as necessary

General
· Exemplify the school values of Humility, Engagement and Kindness, and demonstrate the appropriate and expected behaviours
· Promote, monitor and maintain health, safety and security in the workplace, through adherence to the relevant policies and procedures
· Contribute to the protection and welfare of children and young people, as appropriate, in accordance with any agreed policies and/or guidelines, reporting any issues or concerns to the DSL
· Adhere to all other relevant school policies and procedures
· Support the management team by performing other reasonable duties as required
· Work as part of a team and support other members to meet objectives
· Attend staff meetings and INSET as required
· Partake in the school’s appraisal process
· Undertake all mandatory training, as required

The duties and responsibilities shown above are not intended to be exhaustive and the post holder will be expected to be flexible and to take on new responsibilities as necessary to meet the changing needs of the School.
This job is one that engages in regulated activity.

Person Specification

Taunton School seeks to deliver an exceptional educational experience in all fields to its pupils.  It requires staff with the ability and expertise to support this ambition, and who believe that everything we do must have the education, wellbeing, and protection of children at its core.

Below are the specific requirements for this job: 

	
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS

	· Educated to at least Further Education with GCSEs in English and Maths at Grade C or above
	· AMCIS Certificate in Admissions and Marketing

	EXPERIENCE




	· Demonstrable experience in a customer service/sales position
· Demonstrable experience in an administrative role
	· Experience of working in a school setting
· Experience of working with children 
· An understanding of the UK educational system 
· Experience of the CRM Hubspot and the MIS system iSAMS  


	SKILLS




	· Excellent communication skills
· Excellent interpersonal skills
· IT literate including Microsoft programmes
· Excellent attention to detail
· Excellent organization skills
· Ability to work collaboratively in a team
· Ability to use initiative and to work autonomously, as required
· Ability to work to tight deadlines

	· Ability to interpret statistical data

	ATTITUDES & APPROACH








	· Professional and warm manner
· Customer-focused approach
· Personable and approachable
· Caring and sensitive to the needs of pupils and parents
· Resilient
· Ability to act with humility and kindness
· A natural collaborator and team player
· Embraces a culture of open communication
· Committed to EDI
· Approachable and professional
· Flexible & adaptable
· Positive “can do” attitude.
· Eye for detail
· Able to work on own initiative
· Discretion and the ability to deal with confidential information appropriately.
· Committed to working together to safeguard children

	



Taunton School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. Any specific safeguarding responsibilities for this position are outlined in the job description.

Offers of employment are subject to satisfactory safeguarding checks including, but not limited to, ID and Right to Work in the UK, satisfactory references, a successful enhanced DBS check, and satisfactory online searches.
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FIND YOUR EXCEPTIONAL
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