
 

Pipers Corner School 

Recruitment Information 

Registrar 
 

 
 

 

 
 

Pipers Corner is a GSA Independent School for girls aged 4-18. Set in 96 acres of beautiful Chiltern 

countryside, the School is four miles north of High Wycombe and two miles from Great Missenden. In 

its most recent ISI Inspection (February 2019) the school was graded as “excellent” in all categories. 

 
Founded in 1930, the school was established on its current site in 1945. The school now comprises 

600 pupils and employs more than 170 staff. In recent years Pipers Corner has experienced a 

significant demand for places and we remain over-subscribed. We believe that investing in talented 

and inspirational teaching staff is at the heart of our success and our recent academic results bear 

testament to this. 

 
Above all Pipers Corner is a school of individuals – there is no typical “Pipers” girl. We support the 

girls to fulfil their academic and personal potential, enabling them to emerge as mature, confident and 

independent young women. Academically successful, our girls progress to further study at Oxbridge 

and other top universities or specialist dance, drama and music colleges. 

 
For more information please visit www.piperscornerschool.co.uk 

Follow us on Twitter: @PipersCornerSch 

Like us on Facebook: www.facebook.com/PipersCornerSchool 

http://www.piperscornerschool.co.uk/
http://www.facebook.com/PipersCornerSchool


The Role 

The Registrar is responsible for the smooth running of the entire admissions process, from initial 

enquiries through to registration and eventual enrolment. As the main point of contact for prospective 

parents the Registrar is required to be knowledgeable about the school and be able to respond to 

queries quickly and efficiently. It is the responsibility of the Registrar to work closely with colleagues to 

ensure that the school remains as full as possible at all times. In addition, they are required to provide 

regular reports concerning numbers and waiting lists to the Director of Admissions & Marketing. 

The post is full-time and the nature of the job means that there are occasional events to attend 

outside of the normal working week. 

The Department 

 
The Admissions & Marketing Department is the first point of contact for new parents and pupils and 

therefore a professional, warm and friendly approach is essential. 

Principal Responsibilities 

• Administration of the whole admissions process, including the management of the enquiry 

process, and the fulfilment of prospectus requests. 

• Management of the admissions database, iSAMS, ensuring it is accurate and up-to-date at all 

times. 

• Arranging and co-ordinating visits for prospective parents, including organising and briefing pupil 

guides, confirmation to parents and following up effectively. 

• To build and maintain effective relationships with prospective families from initial point of enquiry 

to enrolment. 

• To be well-informed about the School’s academic and extra-curricular offer and the working of the 

School. 

• To understand, embrace and communicate the School’s ethos and approach in all 

communications and interactions with prospective parents and pupils. 

• Playing a key role in the organisation of Open Mornings and other recruitment events. 

• Arranging and co-ordinating assessment visits for prospective pupils in all year groups. 

• Management and facilitation of 11+ entrance examinations and interviews. 

• Management and facilitation of Scholarship examinations and interviews. 

• The production of regular reports concerning applicants and numbers. 

• Working closely with the Director of Admissions & Marketing to ensure effective marketing of the 

school. 

• Developing a good knowledge of feeder schools. 

• The implementation of a regular feeder schools communication strategy to promote recruitment 

events and activities. 

• Representing the school at feeder school senior schools’ information evenings. 

• The development of a good understanding of competitor schools and the educational 

opportunities available within the local area. 



The Successful Applicant 

The role requires excellent organisational skills, the ability to work as part of a team and the post- 

holder will need to be able to work under pressure and multi task across all aspects of admissions 

administration. Previous experience within a marketing, admissions or school office background is 

desirable. 

Person Specification 

Requirement Essential Desirable 

Qualifications • Educated to Degree Level. • Recognised marketing and/or 

admissions qualification. 

Experience/knowledge • Proven experience in an 

administrative role is essential. 

• Proficient in the use of MS Office, 
especially Word and Excel. 

• Ability to learn how to use new 
software. 

• Experience of working to tight 
deadlines. 

• Ability to write well with a good 
command of written and spoken 
English and grammar. 

• Ability to proof read with excellent 
accuracy and attention to detail. 

• Basic understanding of Marketing. 

• Working knowledge of iSAMS. 

• An understanding of the UK 
educational system, including 
National Curriculum and 11+ 
exams. 

• Experience of working in an 
Independent School Admissions 
Department. 

Key skills • Excellent verbal and written 

communications skills. 

• Strong organisational skills and the 
ability to work independently. 

• Excellent attention to detail and 
accuracy. 

• Ability to manage workload and 
prioritise. 

• Discretion and the ability to deal with 
confidential information appropriately. 

 

Personal Attributes The successful candidate will: 

• be an excellent communicator. 

• have a professional, helpful and 
friendly approach in order to ensure a 
positive image is conveyed. 

• be motivated with drive and 
enthusiasm. 

• be reliable and flexible with a “can 
do” approach to all duties and 
responsibilities. 

• be resilient and able to cope with the 
rigors of a busy school office. 

• have a clear understanding of 
working with other team members. 

• be able to stay calm under pressure. 

• be diplomatic, discreet, confidential 
and professional at all times. 

• be committed to the School's values 
and ethos. 

 



Remuneration 

Salary dependent on experience, 37.5 hours per week, 30 days annual leave, plus bank holidays, 

lunch provided. All new staff appointments are subject to verification of medical fitness, receipt of two 

satisfactory references and clearance from the Disclosure and Barring Service at Enhanced level. 

 

Application Procedure 

An application form can be obtained from the Human Resources Department email 

hr@piperscorner.co.uk or downloaded from our website www.piperscorner.co.uk 

Completed application forms and a covering letter should be returned to the HR department and 

addressed to the Headmistress. 

 

Closing date: Monday 12 October 2020 at 10.00am 
 
Interview date: Wednesday 14 October 2020 

 
 
Suitable candidates may be interviewed before the closing date and Pipers Corner reserves the right 

to withdraw the position if an early appointment is made. 

 
Pipers Corner School is committed to safeguarding and promoting the welfare of children and young 

people and expects all staff and volunteers to share this commitment. The successful applicant will be 

subject to an Enhanced DBS check. At Pipers Corner we are committed to providing a well-structured 

staff development programme to enhance personal and team development. We are an equal 

opportunities employer. 

 
Registered Charity No. 310635 

mailto:hr@piperscorner.co.uk
http://www.piperscorner.co.uk/
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