
 
 

Registrar 
 

The Role 
 

The Registrar is the main point of contact for all 
prospects, guiding and influencing families from 
enquiry through to enrolment.   They must be 
experienced and enthusiastic, ready to lead the 
admissions process at Embley in a manner that 
reflects the school’s ethos. 
 
The Registrar will have strong interpersonal, 
organisational and communication skills.  The post 
holder will be a self-starter with ambition to make 
a significant impact in the role and be able to work 
both as part of a team and independently with 
minimum supervision. 
 
The role is full time and there is an expectation to 
work some evenings and weekends, travel 
internationally and for flexibility in hours to meet 
the demands of the post. 
 
 
 

 

  



 
Registrar 

Job Description 

Reporting to Director of Marketing, Admissions 
& Communications 
 

Strategic Role 
 Lead the admissions process for Embley with the aim of 

maximising the number of day and boarding pupils 

recruited into the school. 

 Act as the primary point of contact for all prospects, guiding 

families through to enrolment and supporting the on boarding 

process. 

Admissions 
1. Provide a friendly, approachable and welcoming service to all 

new families.  
2. Promote the ethos of Embley in an informed yet authentic 

manner. 
3. Initiate a proactive follow up process for all new leads and 

enquiries. Manage a weekly admissions pipeline process and 
maintain a regular analysis of admissions statistics and 
trends.  

4. Organise all prospective family visits, to include compiling 
briefing papers for the Headmaster/members of SLT, 
organising meeting schedules and tours of the school and 
ensuring a positive and seamless experience from arrival to 
departure.  

5. Ensure all entrance assessments are completed in line with 
the admissions policy.  

6. Review entrance assessments and supporting documents and 
assist the Headmaster with the process of making an offer. 
Issue offer packs and provide appropriate follow up.  

7. Project manage all admission-related events including 
entrance assessments, interview weeks, taster and induction 
events.   

8. Work with the Director of Marketing, Admissions & 
Communications, Head of Scholars and Bursar to support the 
scholarship and financial support awards processes. 

9. Represent the school at marketing events, including open 
events, feeder school information days and publicity events 
such as the Southampton Boat Show. 

10. Build and maintain market intelligence on the independent 
day and boarding schools market and use this to inform the 

school’s recruitment strategies.  

 

International Recruitment 
1. Lead the recruitment of international students. 
2. Foster excellent working relationships with international 

agents, overseas schools and relocation agents. 
3. Represent and promote the school at international 

recruitment fairs, in-country agent tours and visits. 
4. Organise visits to the school by prospective parents, pupils 

and agents and act as their primary point of contact: booking 
appointments, organising testing, interviews and offers, as 
well as supporting the on boarding process in collaboration 
with the boarding team. 

5. Manage an agent database, mapping out opportunities for 
development and ensuring the information is kept up to date.  

6. Liaise with the school’s Tier 4 Coordinator to ensure efficient 
administration of non-EEA pupils. 

 

Feeder School Partnership & Relationship 
Management 
1. Implement an engagement programme with Embley’s feeder 

schools to support the school’s recruitment programme. 
2. Establish relationships with new target feeder schools (locally 

and nationally). 

 

Admissions Administration 
1. Ensure the school’s admissions practices and procedures are 

compliant and effectively implemented. 
2. Supervise the fulfilment of prospectus requests and other 

promotional literature.  
3. Obtain and process all information required to complete the 

entry process. 
4. Maintain admissions data on the school’s CRM system. 
5. Ensure relevant departments have the academic and pastoral 

information to support the on boarding process. 
6. Liaise with the Data Manager and Director of Marketing, 

Admissions & Communications to produce admissions 
reports for the Senior Leadership Team as required. 

 

Professional Development 
Actively seek out opportunities for continuing professional 
development and training.  
Develop skills in line with wider developments within the school 
and participate in training schemes to keep abreast of research in 
the field of education and up-to-date with appropriate 
publications.  
All employees of Embley take part in an annual performance 
management and appraisal system 

 
Hours of 
work:  

Full time  There is an expectation to work 
some evenings and weekends, travel 
internationally and for flexibility in hours to 
meet the demands of this post.    

Holidays: 25 days per year in addition to any public 
holidays not regarded as normal working days.  
Holidays will normally be taken during school 
holiday periods. 

 
It is the nature of the work of Embley that tasks and 
responsibilities are, in many circumstances, unpredictable 
and varied. This job description is not necessarily a 
comprehensive definition of the post. All staff are therefore 
expected to work in a flexible way when the occasion arises 
and undertake tasks that are not specifically covered in the 
job description.  
The job description will be reviewed once every year (as part 
of the appraisal process) and it may be subject to 
modification or amendment at any time after consultation 
with the holder of the post.  
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