
 

1 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Director of Admissions 

January 2021 
 

 

  



 

2 
 

 

Contents 

Welcome                                                                                                    3 

Aims and Ethos                                                                                          4 

Job Description                                                                                          5 

How to Apply                                                                                             6 

 

  

 

 

 

 

 

 

 

 

Address:                                              The Beacon 

                                                            Amersham Road 

                                                            Chesham Bois 

                                                            Amersham 

                                                            Bucks 

                                                            HP6 5PF 

 

Telephone:                                          01494 736165 

Email:                                                  recruitment@beaconschool.co.uk 

Website:                                              www.beaconschool.co.uk 

The School is committed to safeguarding and promoting the welfare of children. Applicants must be 

prepared to undergo appropriate child protection screening, including checks with past employers 

and the Disclosure and Barring Service. 

The Beacon is an equal opportunities employer. 

Registered in England No. 01067862. Registered Charity No. 309911. 

mailto:recruitment@beaconschool.co.uk
http://www.beaconschool.co.uk/
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From Will Phelps 

Headmaster 

 

Dear Applicant, 

 

Thank you for your interest in the role of Director of Admissions at The Beacon.   

 

We are looking for an engaging and dedicated Director of Admissions.  The role will 

encompass providing a first-class admissions service to prospective parents from start to finish, 

ensuring every step of the way that enquiries through to enrolment are dealt with in an 

efficient and truly ‘customer focused’ way.  Our Admissions ethos is to ensure that the school 

is showcased to its finest, with opportunity for parents and prospective pupils to freely ask 

questions and receive additional information at any time.  

 

The Beacon is a large independent day school for boys aged 4-13.  The school occupies an 18-

acre site half way between Amersham and Chesham, easily accessible from London by 

Metropolitan Line/Chiltern Railways and not far from the M25.  We have superb facilities and 

resources that support a forward-looking educational environment.  

 

To give you a flavour of life at The Beacon please take a look around our website 

www.beaconschool.co.uk.  You will find our Safeguarding and Child Protection Policy on the 

Vacancies page and other useful policies on the website, together with our exciting 10 year 

Vision.  

  

We are proud of what The Beacon stands for and what it has to offer. The Director of 

Admissions plays a pivotal role in promoting our school with charm and sharing genuine 

passion for independent education.   

 

The Beacon is a remarkable school and we seek remarkable people.  I look forward to hearing 

from you.  

 

 

 

 

 

Will Phelps 

Headmaster 

 

 

http://www.beaconschool.co.uk/
http://www.beaconschool.co.uk/
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Professional Standards 

 

The Following is our ‘Circle of Success’. It is this which makes The Beacon a special place to 

be educated and work at. All our staff live and breathe by the professional principles below. 

If these resonate with you, you would definitely enjoy working at our School. 
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JOB DESCRIPTION - Director of Admissions 

 

Purpose:  To deliver a friendly, helpful and efficient pupil recruitment and admissions 

process to meet the school’s aims and capacity parameters.  

Duties: 

 

• To build engaging relationships with prospective parents  

• To ensure that all enquirers and applicants receive a service of the highest standards 

and true impression of The Beacon’s offering and ethos  

• To arrange tours for prospective parents and meetings with Headmaster 

• To arrange entrance exams for potential pupils and analyse assessment results 

• To ensure strong knowledge of independent sector, local schools and nurseries and to 

keep abreast of trends and changes 

• To network and liaise with feeder and primary schools to build up relationships and 

request information on applicants where needed  

• To manage the admissions process from start to finish - enquiries through to offers 

and enrolment stage 

• To answer all general questions and instigate periodic check-in/feedback calls to offer 

help along the way and see how parent/child are settling after initial week 

• To explain deposit arrangements, collect deposits and arrange contracts  

• To play a key part in the planning, preparation and execution of key school events, 

such as Open Mornings, Taster Days…etc.  

• To work closely with the Marketing team to ensure brand centricity and consistency 

and impactful communications, publications, website, social media etc. 

• To understand the whole school, routines, curriculum and future schools to ensure 

fluency of what parents/pupils can expect from the School 

• To use data and stats to report on the key measures of success, numbers of new 

enquiries, visits, registrations and the flow of pupils between the year groups  

• To provide regular updates to the Headmaster and Governing Board on trends, 

applications and registrations 

• To be compliance orientated - following GDPR and ownership of relevant policies 

 

Key attributes and skills (E = Essential, D = desirable) 

 

• friendly, upbeat with reassuring manner (E) 

• excellent communication skills, both verbal and written (E) 

• high level of efficiency and strong organisation skills (E) 

• affinity with sales and marketing (E)  

• ability to positively engage with adults and children (E) 

• passionate about education (E) 

• knowledge of independent sector and/or prior schools experience (D) 

• strong analytical, excel and data skills (E)  

• discrete and confidential (E)  

• experience with a school information system - the School uses iSAMS (D) 

 

In all areas of school life, staff are expected to lead by example and demonstrate and uphold 

the values and principles that we wish the boys to learn.   



 

6 
 

The Process 
 

The school is committed to safeguarding and promoting the welfare of children. 

 

All applicants must be prepared to undergo appropriate child protection screening, including 

checks with past employers and the Disclosure and Barring Service. The Beacon is an equal 

opportunities employer. References will be required and any relevant issues arising from such 

will be taken up at interview or a suitable point during the process. 

 

Candidates who have a disability or any other special requirements should let the school know 

if there are any reasonable adjustments they would like the school to make as part of this 

recruitment process. 

 

There is a requirement to complete the school’s Application Form which can be completed 

online.  Alternatively, please send a copy of your completed Application Form and covering 

letter:  

  

• by e-mail to: recruitment@beaconschool.co.uk 

 

• or by post to: Mr Will Phelps, Headmaster, The Beacon School, Amersham Road, 

Chesham Bois, Amersham, Bucks HP6 5PF.  

  

The closing date for receipt of applications is Friday 9th October 2020, and interviews will be 

held the week of Monday 12th October 2020. 

 

(Please note that whilst an interview is to be used as the primary feature of the selection process, if 

invited for interview you will be advised as to whether any additional selection methods will be 

required to supplement the interview.  This may include a lesson, presentation and/or other task. 

Whatever methods are chosen, the panel will use these to assess the merits of each candidate against 

the job and person specification). 

 


