
 
 
 
 

 
APPOINTMENT OF COMMUNICATIONS AND ADMISSIONS OFFICER 

(Registrar) 
 
Bilton Grange is a wonderful Prep School situated just south of Rugby; we currently have 319 children 
from 3 to 13.  The Pre-Prep, housed in its own Edwardian buildings caters for day children from Pre-
School to Year 3 inclusive; Year 4 upwards are in the Prep and are a combination of day, boarding 
and flexi-boarding pupils. The pupils benefit hugely from the awe and wonder of the buildings and 
interiors, designed by Augustus Welby Pugin, and the 90 acres of outdoor space which includes a 
parkland of nationally-designated beauty. In January 2020 the School will merge with the renowned 
public school, Rugby which is just 2 miles away. Pupils depart Bilton Grange at 13, with around half 
have progressing to Rugby School with the remaining opting for a range of other senior schools. Our 
pupils take this step as confident, engaged and well-mannered individuals committed to learning 
and exploring the world around them. A number win scholarships both academic, all-rounder and in 
specialist fields such as music, sport, art or drama. 
 
Bilton Grange has always offered strong academic teaching as part of a broad education that few 
other schools can match and encourages the highest aspirations in pupils within a friendly 
environment. Our website www.biltongrange.co.uk provides a further window into our world as 
does the video on the school within this site.  The 2017 ISI Integrated Inspection rated Bilton Grange 
“Outstanding” for the educational experience provided, spiritual, moral, social and cultural 
development, the quality of Boarding Education as well as for Leadership and Management.  
 
Bilton Grange is fortunate in having excellent facilities for specialist teaching whether in languages, 
science, the arts, design and technology, music or sport. We continue to strive to improve and 
develop new facilities, a full-size floodlit AstroTurf, inside Pugin’s walled garden, was completed in 
December 2014 and more recently in January 2019 our Music School was opened. A further 
programme of building works will be announced over the coming months and years; Bilton Grange 
is determined to continue to offer the best facilities in its market. However, its most valuable 
resource and the only way in which it can reach this lofty goal is its staff. 
 
Our staff work hard but enjoy the challenges of being in a busy but fulfilling learning community. 
They are dedicated to the children in their care who in turn feel secure and happy. Relatively small 
class sizes ensure each child can receive the appropriate amount of individual attention. Specialist 
teachers carry out almost all teaching from Year 5 upwards across a very wide curriculum but 
specialist teaching begins earlier than this, even in the Pre-Prep. Academic staff contribute 
enthusiastically to the life of the School, offering games coaching and other activities to the children 
according to their skills and interests, and a number are involved in boarding. Nearly all teachers 
have a pastoral role as form tutors. The Headmaster was appointed in September 2013, a and a 
strong Senior Leadership Team is in place to lead the School through the merger with Rugby School 
and onwards to its very exciting future. This will be a very rewarding and distinguished period in 

http://www.biltongrange.co.uk/


which to join the School and the successful candidate will add to this poignant time of Bilton Grange’s 
rich history. 
 
Bilton Grange is accessible from the M1, M6 and M45 and, enjoying a central location in the country, 
has good links both road and rail in all directions. 
  



COMMUNICATIONS AND ADMISSIONS OFFICER 
(Registrar) 
 
PROFESSIONAL DUTIES AND RESPONSIBILITIES 
 

 To provide a warm welcome and be the first and primary point of contact for prospective parents  
 To successfully build relationships and engage a variety of stakeholders 
 To celebrate all that Bilton Grange provides for its pupils  
 To instil in prospective parents the confidence to entrust their children to the School when 

making such an important decision.   
 To play a crucial part in the external communication of the School 
 To engender in prospective parents a sense of belonging at Bilton Grange, with the ability to 

demystify the unknown for some. 
 To provide effective and efficient management of enquiries from prospective parents, sending 

out prospectuses, making appointments for prospective parents with the Headmaster as 
required and generating paperwork for meetings.  

 To feed in to the setting of targets and as a result achieve and acceptable number of day and 
boarding pupils 

 To manage (and attend) the logistics of key recruitment events such as school open mornings 
and suggest new potential recruitment events 

 To manage the prospective parents’ tours of the School 
 Support the Director of External Relations (DER) in the delivery of the Marketing and Admissions 

Strategy 
 Support the International Admissions Registrar (IAR) when required with the admissions process 

for international students 
 To work with the IAR to compile, contribute to and distribute the newsletter to parents  
 Work with the DER, IAR and Headmaster to produce weekly database reports. 
 Keep admissions database up to date, ensuring that all enquiries, visits and registrations are 

accurately recorded, and followed up appropriately 
 To contribute to the presentation of the School  
 Attend as appropriate, staff meetings and relevant school events  
 To attend courses and staff training days at the start of each term 
 To be aware of, and implement, all Health and Safety and Safeguarding policies pertinent to the 

role 
 To undertake any task that the Headmaster might reasonably require in order to fulfil the job 

 
For the avoidance of doubt, the IAR will be the first point of contact for families currently residing 
abroad but intending to move to the UK for their children to be educated at BG. The IAR and UKAR 
will discuss to whom the responsibility lies for a family repatriating to the UK. 
 
The postholder may choose, subject to their time availability and out-of-work obligations, to involve 
themselves in the extra-curricular life of the school in order to further their own interests and share 
these with pupils, and also to better understand the BG pupil experience. 
 
 
 



PERSON SPECIFICATION 
 
The successful candidate is likely to: 
 

 Be a dynamic, energetic and engaging individual who is keen to support families wishing to join 
Bilton Grange 

 Be working in a similar customer facing role, preferably in a school already but if not with an 
understanding of the needs of the role 

 Be conversant with databases or be willing to undertake training 
 Have experience of event management 
 Have experience of developing long term client relationships 
 Have excellent interpersonal skills, credibility and professionalism 
 Have excellent written and communication skills 
 Be enthusiastic and committed to supporting school life 
 Be a self-starter, able to work independently and prepared to work flexibly including on School 

Open Mornings 
 Be well educated, or with appropriate professional qualifications or experience 
 Be someone who is sympathetic to the aims of Prep school life, in the broadest sense 
 Be a good colleague who will fit into, and contribute to our staff community 
 Be comfortable using ICT (in particular Microsoft (Outlook, Word and Excel) 
 Be discreet and respect School and client confidentiality and ensure discreet handling of 

confidential information 
 Someone who sets himself or herself very high personal standards and who presents themselves 

very well. 
 
Bilton Grange School is committed to safeguarding and promoting the welfare of children, and 
applicants must be willing to undergo child protection screening appropriate to the post, including 
checks with past employers and the Disclosure & Barring Service. 
 


