
 

 

 

 

Post title: Marketing, Admissions and Development Team Administrator  

Reporting 
to: 

Marketing, Admissions and Development Team  

Hours of 
work: 

8.30 am to 5.00 pm, 5 days per week (Monday to Friday)  

Full time, all-year round (with 5 weeks annual leave plus 8 days Bank and Public 

holidays per annum - 33 days paid holiday per annum). 
 

Background 

King’s Rochester is a co-educational, independent school with 640 pupils between the ages of three 
and 18, including 50 boarders. King’s is formed of a Nursery/Pre-Preparatory School, a Preparatory 
School and a Senior School. The size of the school creates a strongly supportive, friendly atmosphere 
with an emphasis on excellent academic results within a full and rounded co-curricular programme.  

  

The school is situated in the most historic part of Rochester, adjacent to the Cathedral and Castle. 
Rochester is 35 minutes from London on the high-speed rail link and enjoys excellent road 
connections to other parts of the country. The school has a long and impressive heritage, having 
been founded in 604 AD and is part of the Cathedral Foundation and the Cathedral Choristers are 
educated at the school.  While candidates need not be Anglicans, it is important that they should 
feel sympathy with the Christian tradition of the school and, in particular, its moral values. The 
Principal is a member of HMC and the school is also a member of IAPS, the Choir Schools’ 
Association and the Woodard Corporation. 

Main Responsibilities 

The Marketing, Admissions and Development Team Administrator will carry out the following duties 
to support the team as directed by the Director of External Relations. 

Marketing Administration 

To work closely with the Marketing Manager and: 

• Assist with issuing invitations and promotion for events. 

• Follow up by email and phone to all invited to recruitment events to build relationships with 
feeder schools. 

• Prepare all promotional materials for visitors to recruitment events, ensuring an appropriate 
selection for each sector of the target market in question 

• Set up for recruitment events in and outside King’s 

• Ensure all marketing databases are kept up to date 

• Assist with mailshots to prospective parents and feeder schools.  



• Take photographs and videos of school events and activities. 

• Co-ordinate the photographic needs of the school and maintain the library bank of 
photographs  

• Update the School website, social media channels (Facebook, Twitter and Instagram) and 
other directory and online profiles as required.  

• Assist with the placement of advertising and report on effectiveness. 

• Collate and present press coverage in displays across the schools to be seen by visitors. 

• Assist with the production of printed marketing materials to include booklets, flyers and the 
school prospectus.  

• Keep the Marketing budget up to date and ensure that all expenditure is recorded.  

• Assist with the compilation of the weekly Newsletter 

• By agreement with the Marketing Manager, attend Marketing events as necessary 

 
Admissions Administration 

To work closely with the Registrar/ Admissions Manager and: 

• Record all enquiries to each part of King’s Rochester (Nursery, Pre-Preparatory, Preparatory 
and Senior School including the 6th form) from initial enquiry to arrival as a pupil at King’s in 
conjunction with the Principal, Heads and other roles as appropriate. 

• Enter full and accurate contact details for all enquiries onto the School’s database to enable 
tracking, data manipulation and report compilation. 

• Ensure timely responses to initial enquiries and the dispatch of literature (as stipulated by 
the Registrar and in the Marketing and Admissions Strategy document).  

• To be responsible for all Admissions administration for pupils coming into the School. 

• Arrange tours for prospective parents and pupils in all parts of School and organise Taster 
Days/ Overnighters for prospective pupils as desired. 

• Ensure that Exit Questionnaires are issued to all leavers (bar those leaving at U6th level) and 
that all families refusing a place offered at King’s are asked for their reasons in a Decliner 
Questionnaire. 

• Liaise with appropriate teaching staff to administer the setting of age-appropriate Entrance 
Examinations. 

• Follow up all enquiries from events, exhibitions or other contact within, at most, 3 working 
days, with the appropriate next steps being made clear to the enquirer. 

Development Administration 

To work closely with the Director of External Relations and: 

• Support the Director of External Relations in delivering a comprehensive fundraising 
programme. 

• Process, administer and acknowledge all donations. 



• Maintain accurate gift management systems and protocols ensuring all gifts are 
appropriately recorded and processed. 

• Draft all general donor ‘thank-you’ letters.  

• Contribute to setting up a new, fit-for-purpose database system, keeping all records up-to-
date. 

• Maintain the Development database accurately and in line with current data protection laws 
ensuring all records are kept up-to-date. 

• Generate reports, as required and requested, using information from the database to 
undertake research and support the School’s engagement and fundraising activities.  

• Provide past pupils with relevant information about the school. 

• Provide data and reports in a timely manner. 

• Assist with administration of the Old Roffensian Magazine. 

• Undertake any further reasonable duties as requested by the Director of External Relations. 

 
General Responsibilities 

• Provide general administrative support for the department, including preparing marketing 
collateral.  

• Provide administrative support with the planning, creation, running and follow-up for the 
full calendar of events.  

• Ensure all events are communicated effectively to the Alumni and wider School community 
to enhance pupil recruitment. 

• Assist with the organisation of and attend recruitment events to ensure smooth execution.  

• Attend all King’s Open Days, New Parents’ Evenings, GCSE and A-level Evenings.  

• Maintaining the integrity of the School’s databases by regular cleansing. 

• Undertake any further reasonable duties as requested by the Director of External Relations. 

 
This is an exciting new position and the duties and responsibilities are expected to develop and 
expand over time. 

Person Specification 
 

Essential Desirable 

Education and 
qualifications 

• Minimum 5 GCSEs grade A*-C, or 
equivalent, including English and 
Maths 

 

• Educated to degree level 
or relevant professional 
qualification 

 



Specialist 
knowledge and 
skills: 

• Previous experience in a similar 
role  

• IT literate with knowledge of the 
workings of data management 
systems   

• Experience of managing websites  

• Good working knowledge of 
Content Management Systems 

• Excellent knowledge of Microsoft 
Office including Outlook, Word, 
Excel 

• Proofreading skills  

• Previous experience in a 
similar role in an 
independent school  

• Working knowledge of 
ISAMS MIS system 

• Experience of using 
websites and Adobe 
Creative Suite 

• Working knowledge of 
Photoshop and InDesign 

Skills and 
Abilities 

• Attention to detail and the ability 
to enter data accurately and meet 
deadlines 

• Good knowledge of business 
development and relationship 
management and good 
communication and presentation 
skills 

• Excellent organisational, 
interpersonal and prioritising skills  

 

• Good working knowledge 
of the main social 
networking sites for 
business purposes 

 

Personal 
Qualities 

• Analytical mind-set  

• A high level of personal motivation 
and a commitment to the ethos 
and aims of this School  

• An ability to remain welcoming 
and courteous at all times to 
visitors of the school  

• The ability to maintain complete 
confidentiality and discretion at all 
times  

• An ability to work creatively 
independently as an individual and 
as part of a team  

• The ability to remain calm under 
pressure and meet all deadlines  

• Be smart, courteous and well-
presented at all times 

 

 



 

 

Method of Application 

Applications for this post should be on the King’s Rochester application form (available 

on our website) and should be sent to: Mrs A Barnes, HR Manager, King’s Rochester, 

Satis House, Rochester, Kent ME1 1TE, or by email to recruitment@kings-

rochester.co.uk  

Closing date for applications: 5 pm on 18th September 2020  

Interviews to be held on: week commencing 23rd / 24th September 2020 

Early applications are encouraged and we reserve the right to close the vacancy if a 
suitable candidate is found. 
 
King’s Rochester is an equal opportunities employer and positively encourages applications from suitably qualified 

and eligible candidates regardless of sex, race, disability, age, sexual orientation, gender reassignment, religion 

or belief, marital status, or pregnancy and maternity. 

King’s Rochester is committed to safeguarding and promoting the welfare of children and fulfils all its 

responsibilities under current Child Protection and Safeguarding legislation in accordance with good practice in 

the care of young people, especially those living away from home.  We expect all staff and volunteers to share this 

commitment.  The appointment will be conditional upon successful outcomes of these checks and also on a 

successful Enhanced DBS and Children’s Barred List checks.  

Candidates will be expected to undergo Child Protection screening appropriate to the post including Disclosure 

and Barring Service checks and allow checks on their background and identity including checks with past employers 

and suitable referees 

The School has a legal responsibility to ensure that all its employees have the legal right to live and work in the 
UK. Therefore, you will need to provide original documents verifying that you are eligible to work in the UK to 
the interview. Details of these will provided in the invitation to interview.  
 
All candidates invited to interview must bring the original documents confirming any educational and professional 

qualifications that are necessary or relevant for the post. 
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