
 
 

JOB DESCRIPTION – ADMISSIONS ADMINISTRATOR 
 

Aim: To provide general administrative support and to assist in the smooth running of the 
admissions process 

 
Reports to: Director of Admissions 
 
Salary:  Competitive, according to skills and experience 
 
Hours: 9.00am to 5.30pm (or 8.30am to 5.00pm) Monday to Friday plus some evening and 

weekend work to support Admissions events 
 
Other Benefits: Lunch during Wycombe Abbey School term time 

Use of the Davies Sports Centre at specified times 
   Fee remission for daughter/s attending the School (conditions apply) 

Free parking 
 

 

CONTEXT 

 Wycombe Abbey is an exceptional school and therefore attracts significantly more enquiries than there are 
places. It is the role of the Admissions Department to manage this large volume of enquiries efficiently, but 
with warmth and skill to ensure that all prospective students and their families form a positive impression of 
the School whether or not their application is successful. The Admissions Department works closely with 
academic and pastoral colleagues to ensure that places are offered to those girls who will benefit most from 
a Wycombe Abbey education. 

 The Admissions Department is led by a highly experienced Director of Admissions. The Admissions 
Administrator will work closely with the Director and support other colleagues in the team as required. The 
team structure is as follows: 
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CANDIDATE  PROFILE 
The ideal candidate will be an experienced administrator who is looking to be involved in a professional and 
busy school community. The role requires excellent organisational skills, a good telephone manner and 
level of written communication, database experience, an ability to work accurately under pressure and to 
multi-task across all aspects of administration. The successful candidate will have a keen understanding of 
excellent customer service and empathy with independent education in general and the benefits of 
boarding in particular. Knowledge and experience of using iSAMS would be an advantage. 
 
KEY RESPONSIBILITIES 
 
Enquiry Management 

 To be the first line of prompt, friendly and efficient response to all initial enquiries by telephone, email 
or in person 

 To build rapport with enquirers from the first point of contact and learning as much as possible about 
the girl’s strengths and interests in order to inform the later stages of the admissions process  

 To enter enquiries on to the admissions database, to manage records, to ensure that correspondence 
and documentation is correctly received, acknowledged and filed and that the database is kept 
constantly up-to-date 

 To follow up enquiries according to agreed timeframes 

 To work with the Senior Admissions Manager to keep in touch with families who have enquired some 
time ahead of their daughter’s planned admission to Wycombe Abbey so that they develop a positive 
impression of the School and all it offers 

 To prepare standard and personalised letters to be sent to prospective families at various points in 
the admissions journey 

 
Open Days 

 To encourage families who have shown an interest in Wycombe Abbey to register to attend an Open 
Morning 

 To log Open Morning reservations on to the admissions database 

 To work closely with colleagues to ensure the smooth running of Open Mornings, taking on specific 
responsibilities as directed by the Director of Admissions 

 To attend the Open Mornings (held on Saturdays) 
 
Visits and taster days 

 To take the lead on arrangements and tour diary management for prospective student visits and taster 
days  

 To liaise with the Headmistress’s Executive Assistant to arrange appointments for prospective families 
to see the Headmistress and tour the School 

 To liaise with pastoral staff, prefects, pupil guides, security and reception to arrange School and 
House tours  

 To ensure that all staff who meet visiting families are fully briefed beforehand 

 To carry out tours of the School when required 

 To prepare and maintain admissions packs for prospective families 
 
Assessment 

 To assist with the administration of the Assessment and Scholarship days for all points of entry to the 
School (11+, 13+ and Sixth Form, and, occasionally, 12+ and 14+) 

 To assist with the preparation and co-ordination of letters and mailings following the Assessment days  
 
International Students 

 To assist with the administration of Tier 4 visa applications from international students, acting as a 
Level 2 user of the UKVI Online Sponsorship Management System 

 To ensure Wycombe Abbey remains up to date and compliant with all relevant processes and 
legislation 

 
Feeder Schools 

 To develop an excellent working knowledge of Wycombe Abbey’s feeder schools at 11+, 13+ and 
Sixth Form, building effective relationships with key staff to ensure the smooth running of the 
assessment process and the sharing of relevant information regarding prospective pupils 



 To take responsibility for administering regular mailings to feeder schools so they remain up-to-date 
with developments at Wycombe Abbey and their former pupils’ achievements 

 To maintain an accurate database of details regarding feeder schools  
 
Events 

 To represent Wycombe Abbey at both internal and external events, in and out of office hours as 
required 

 To undertake appropriate follow-up after events to nurture new connections and build on existing 
relationships 

 

PERSON SPECIFICATION 

Interpersonal skills 
The ability to build rapport and communicate persuasively with people of different backgrounds. 
 
A customer-focused approach 
A commitment to engaging with a wide range of stakeholders including current and former pupils, parents, 
staff and all others with a connection to the School, understanding their needs and priorities. 
 
Teamwork 
The ability to work as part of a small team, taking initiative, working under pressure and sharing workload 
with colleagues as the situation demands. 
 
Communication 
The ability to listen and engage with people both in person and on the phone with warmth, diplomacy and 
discretion. A clear and accurate written style. 
 
Creativity 
The ability to adapt to new situations and address problems from new perspectives. 
 
Reliability and resilience 
Attention to detail, deadlines and budgets; accuracy; persistence in following through multiple projects over 
long periods and the willingness to persevere to achieve agreed goals. 
 
Engagement 
An understanding of and belief in, the aims and ethos of independent education in general, and single-sex 
and boarding schools in particular.   
 
Digital literacy 
Competence in standard office software (word-processing, presentation and spreadsheet packages).  A 
proven understanding of, and ability to interpret, databases and their use in customer relationship 
management. Knowledge and experience of using iSAMS would be an advantage. 
 
Special conditions 
Appointment is subject to an Enhanced Criminal Records check. 

 
Child Protection Statement: 

The post holder’s responsibility for promoting and safeguarding the welfare of children and young persons 
for whom s/he is responsible, or with whom s/he comes into contact will be to adhere to and ensure 
compliance with the School’s Child Protection Policy Statement at all times.  If in the course of carrying 
out the duties of the post the post holder becomes aware of any actual or potential risks to the safety or 
welfare or children in the school s/he must report any concerns to the School’s Designated Lead for 
Safeguarding or to the Headmistress. 

 
The School values of Trust, Encouragement, Mutual Respect, Dynamism, Excellence, Innovation, 
Service and Balance should be followed to enhance working relationships and to benefit the whole 
School community. 

The duties and responsibilities contained within this job description may change from time to time according 
to the requirements of the role.  This document is not intended to have a contractual effect.  


