
 

 
Job description and person specification 
 
 

Job description 

Bede’s is committed to safeguarding and promoting the welfare of children 
and young people, and expects all staff and volunteers to share this 
commitment. 

 

 

Job title: Admissions Officer  

Reporting to: Prep School Headmaster 

Main purpose of the role: To lead in the recruitment of outstanding pupils to Bede’s Prep 
School in line with agreed annual recruitment targets.   

The post holder will be responsible for managing the day-to-day running of the Admissions 
office, providing an efficient and friendly service to all internal and external customers. 

Additionally the post holder will be responsible for the provision of management information 
and data pertaining to admissions.   

Alongside the main admissions function, the postholder will take the lead in bringing to life 
key aspects of the school across social media channels.   

 

Main duties and responsibilities:  

The Admissions Officer at the Prep School will provide a personal and professional 
admissions service to all parents and enquirers that will maximise the recruitment of 
pupils against set targets and positively reinforce the Bede’s brand by ensuring 
customers feel positively towards the School and have all their information needs met.  
Key responsibilities are as follows: 

 

1) Admissions and Customer Service:  
 
a) Parents 
 Handling parental enquiries via email and telephone, balancing the necessity of 

processing enquiries swiftly and efficiently whilst also ensuring that every individual 
family feels that they have been provided with a highly personalised service.  

 Overseeing the planning of, and arrangements for, family visits and tours as well as 
overseeing prospective pupils’ taster days or other admissions experiences, ensuring 
that all staff involved are informed and feedback is received in a timely fashion.    

 Provide a truly exceptional level of support to families following a visit, providing 
additional information as required.  

 Ensure that the management information system is updated with all relevant 
information about applications from the initial point of enquiry through to acceptance.   

 Ensure that following acceptance, families receive the information they need prior to 
starting at the School.   

 Leading on the programme of follow-up calls for parents who have enquired, visited or 
been offered a place but not yet taken their application to the next stage.  
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 Working with colleagues across the School to help co-ordinate the annual scholarship 
process, ensuring information is sent out to parents and supporting with the 
development of schedules and arrangements for the various scholarship days.   

 To work with the Marketing Department to ensure that parents’ information needs are 
met by ensuring that information packs are available and kept in stock and updated.     

 
 
b) Agents 
 To be the first point of contact for all agents, providing prospective families with 

information as required and co-ordinating arrangements for visits or Skype interviews 
with the boarding staff, Headmaster and Senior School as required.  

 Ensuring that following interview, agents receive timely information regarding offers or 
declined applications. 

 To be proactive and intuitive in ascertaining information from agents and ensuring that 
information is circulated and recorded on the MIS system. 

 To monitor boarding place availability and attend regular meetings with the boarding 
house-parents in order to process enquiries efficiently.   

 

c) Staff 
 To work particularly closely with colleagues throughout the Prep School, including the 

Headmaster, SMT, boarding parents, learning enhancement department and heads of 
year, to ensure that visits and taster days are effectively managed. 

 To liaise closely with the Admissions team at the Senior School to ensure that 
processes are managed in line with those at the Senior School and particularly where 
applications are for a through place to the Senior School and to attend regular 
meetings with the team.   

 To review progress and applications regularly with both the Headmaster of the Prep 
School, the Senior Registrar and the Director of Marketing, Admissions and 
Development. 

 

2) Reporting and Compliance 

It is important that colleagues across the Trust are provided with regular updates on the 
recruitment picture so progress against targets can be assessed.  Additionally, as a Home 
Office Highly Trusted Sponsor, ensuring that international pupils are recruited in line with 
regulations is of the highest importance.   

 To work with the Headmaster’s office in order to provide regular dashboards with 
accurate management information for the Headmaster, Bursar and Registrar. 

 To provide analysis on trends and projects and flag any issues or risks arising to the 
relevant people to ensure that such information can be considered at the appropriate 
level.   

 To provide specific data pertaining to the overall recruitment picture, broken down by 
categories including day, boarding or geographic area.   

 To work closely with the Marketing Department in order to increase enquiries and 
assist them in measuring marketing activity.   

 To work closely with the Trust’s Tier 4 compliance officer, to ensure that visas 
arrangements have been made for all new international pupils. 

 To contribute to regular reviews of the Trust’s admissions policy.   
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 Oversee transfer of pupils in and out of school, including inform ESCC of leavers and 
joiners, liaising with other schools and parents with regard to pupil records and to 
confirm leavers have joined onward school, organising welcome packs for new 
joiners an new schools and confirm leavers have joined their roll.  

 

3) Events and Functions 
 
 To assist with and attend open mornings and scholarship selection days and other 

events as required.   
 To work with the Marketing team to ensure that all information packs are ready in 

advance of key events.   
 

4)  Social Media and Marketing  
 
 To work with the Marketing Department, based at the Senior School, to be the “go-to 

person” on site when needed and to capture moments of school life to feature on social 
media channels. 

 To photograph school events and capture school life for communications purposes. 
 To draft news stories alongside other members of the marketing team.  
 To support the Marketing team with the production of the Prep School’s termly 

newsletter.    
 To market the Prep School proactively to international agents through relevant 

channels.  
 To work alongside the marketing team to plan for and deliver open days and other key 

admissions-related events.   
 

5) General 
 
 Undertake other ad-hoc duties appropriate to the role as reasonably requested by the 

Headmaster 
 Manage stock levels of recruitment materials and liaise with the Marketing team on 

replenishment.   
 

 

Key interfaces: 

1. Prep School Headmaster 

2. Senior School Registrar and Director of Admissions and Marketing 

3. Key academic and pastoral staff including members of the SMT, boarding house 
parents, Head of Nursery, Year Heads and sports staff at the Prep School. 

4. Administrative staff within the Prep School 

5. Prospective parents and pupils. 

6. International agents 

7. Senior School admissions team. 

8. Senior School marketing team 

9. The Bursary  
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Operating Environment and Context of the Role: 

As Bede’s Prep’s Admissions Officer, you will be the first point of contact for most 
prospective parents.  As such, being a “people person” and excellent communicator is just 
as important as being a first class administrator.   

You will need to develop excellent knowledge of the Prep School, as well as Bede’s Senior 
School, in order to talk knowledgably and persuasively about what it can offer pupils.   

Ensuring that prospective parents and pupils have an excellent experience when they visit 
the School or attend a taster day is also important and therefore you will need to work hard 
to ensure that these touchpoints are managed expertly, engaging well with parents and 
liaising with staff involved with the visits. 

You will be relied upon to provide regular updates on progress with recruitment and to have 
an overview of progress against targets.   Ensuring that the management information system 
(iSAMS) is kept up to date and all admissions information is collected and disseminated will 
also be important.  

In addition this role will involve capturing school life and events to feature on our social 
media channels.     

 

Safeguarding: 

 

Bede’s School complies fully with the DCSF Guidance ‘Safeguarding Children and Safer 
recruitment in Education’ and is committed to safeguarding and promoting the welfare of 
children and young people.  The jobholder is expected to share this commitment and comply 
with all associated internal policies and procedures. 
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Person Specification 

Bede’s is committed to safeguarding and promoting the welfare of children 
and young people and expects all staff and volunteers to share this 
commitment 

 

The person specification focuses on the knowledge, skills, experience and 
qualifications required to undertake the role effectively.  Please ensure that your 
application demonstrates how you meet the essential criteria.  You will be assessed 
by your completed Application Form and covering letter (A), at interview (I) and in 
some instances by an exercise (E). 

 

Requirements Essential 
/ 
Desirable 

 Measured 
by A, I, E 

Education and 
Qualifications 

A minimum of GCSE English and 
Maths grades A-C 

E 

 

 

 A 

 

Experience  Demonstrable experience of 
working in a customer service 
environment. 

 Experience of working in an 
admissions function. 

 Experience of working to targets. 

 

 Experience of working in an 
educational environment.  

 

 Experience of managing social 
media campaigns in a business or 
educational context 

 

 Some general marketing 
experience, including writing and 
photographing news stories. 

 

E 

 

 

D 

 

       E 

        

       D 

 

        

       E 

 

 

D 

        

     

 A / I 

 

 

A / I 

 

      A / I 

 

A/ I 

 

      

    A/I 

 

 

A/I 
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Personal 
competencies 
and qualities 

 Ability and disposition to solve 
problems and deal with 
challenging situations. 

 Ability to work alone or as part of a 
team with a real “can-do/will do” 
approach to work. 

 First class oral and written 
communication skills. 

 Active listening skills 
 An ability to motivate and get the 

best out of others and to work 
collaboratively.  

 Ability to plan and schedule own 
workload as well as respond to 
shifting priorities. 

 Highly organised with experience 
of working under pressure and to 
targets.   

 Excellent computer skills, 
including proficiency with Excel 
and MIS systems (iSAMS 
preferred) alongside good 
numeracy skills. 

 An ability to pay close attention to 
detail to ensure highest levels of 
accuracy. 

 A personable and customer-
focussed approach to work. 
 

E 

 

        

       E 

         

       E 

       E 

       E 

        

       E    

       

E 

 

 

E 

 

 

E 

 

 

E 

 I 

 

        I  

 

I 

        I 

I 

I 

 

I 

         

        I 

 

        

        I 

 

 

       I 

 

 

       I 

 

Additional Information 

 The appointment is permanent  

 Annual salary: £26,000 

 Full-time equivalent 30 days’ holiday entitlement per annum (5 days of which 
to be taken at Christmas), plus public holidays. 

 Your normal hours of work will be 40 per week.  The postholder will also need 
to attend two open mornings and one scholarship morning annually.   

 All posts are subject to the receipt of a satisfactory DBS certificate, references, 
medical checks, proof of identity and copies of qualifications, where a 
requirement of the role.  

Written by: 

Ros Nairne 

August 2020 


