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About Stonar 

 
Stonar is an independent, non-selective, co-educational day and boarding school for pupils aged 2 to 18. In 
our friendly and caring school, every pupil is known as an individual and is expected to work hard and get 
involved in all aspects of school life. 
   
The School is situated in over 80 acres of beautiful Wiltshire countryside, yet only a 20 minute drive from the 
World Heritage City of Bath and within easy reach of the M4 corridor. Stonar has impressive facilities and is 
renowned for its extensive onsite equestrian centre.  
 
The School benefits from being part of Globeducate, a forward-thinking international group of schools, giving 
pupils and staff the opportunity to be an active part of a globally-minded community.  
 
 
 
 
 

  



   

 

   

  

Admissions Manager Role 

 
 
We are looking for a passionate, enthusiastic and committed Admissions Manager to join our busy 
Admissions & Marketing Department. The Admissions Team plays an integral role in being key ambassadors 
for the School, displaying warmth, friendliness and professionalism and ensuring the delivery of excellent 
customer service both externally and internally.   
 
The successful candidate will be someone who likes working to targets, enjoys building positive relationship 
with a wide range of people and is able to juggle multiple priorities, while maintaining excellent record 
keeping and attention to detail.  

 

 

Job Description 

Reports to: Director of Admissions & Marketing 
 
To be responsible for managing successful pupil entry from initial enquiry through to the first day as a Stonar 
pupil and beyond. Providing support to the Director of Admissions & Marketing in the development of 
effective recruitment strategies and ensuring pupil numbers are met in line with agreed targets and business 
objectives. 
 
 

Key Responsibilities:  

 

 To create a positive first impression of the School as the primary point of contact for all enquiries 

relating to admission 

 Providing excellent customer service and public relations, including arrangements for visits, tests 

and interviews 

 Ensuring that all enquiries and visits have timely follow up communication and are recorded 

accurately on the School databases 

 Working with the Director of Admissions & Marketing to proactively create and implement 

recruitment strategies to support the achievement of target numbers 

 Organising and attending recruitment events including visits, open days, exhibitions, scholarship 

assessments, entrance exams and induction days to ensure these provide an excellent showcase 

for the school and a good experience for all attendees   

 Developing positive working relationships with academic and support colleagues who are key to the 

success of tours, open days etc and ensure the timely and accurate communication of relevant 

information 

 Keeping up to date on all matters, including whole school information, which relate to admissions 

 Ensuring the school database and CRM is accurately kept up to date in an efficient and timely 

manner  

 Ensuring prospective pupil files, registration and joining documents are complete, accurate and up to 

date 

 Supporting the Director of Admissions & Marketing with the provision of enquiry and pupil statistics 

 Undertaking any other tasks and responsibilities reasonably requested by the Director of Admissions 

& Marketing 

 
  



   

 

   

  

Person Specification: 
 

 A passion and enthusiasm for dealing with people 

 Committed to being a prominent ambassador of the School 

 Outstanding communication skills, both verbal and written, with the ability to positively engage with a 
wide variety of people 

 Highly organised and efficient, able to multi-task and prioritise work effectively in a demanding and busy 
environment 

 Excellent administration and IT skills, with a meticulous attention to detail 

 The ability to work with tact and integrity, exercising discretion to maintain confidentiality in the handling 
of sensitive and confidential information 

 Willingness to be flexible and the ability to travel both in the UK and overseas when required, including 
some evenings and weekends 

 Clean driving licence. 

 

Terms of the Position: 
 
This is considered to be a full-time position required throughout the year, with working hours from 8.30 am to 
5.00 pm.  There will be agreed time off in lieu for weekend open mornings, overseas travel etc.  The post-
holder will be entitled to 25 days’ annual leave, in addition to bank holidays that fall outside term time, to be 
taken at appropriate times as agreed in advance with your line manager.  Bank holidays that fall within term-
time will be working days.   

 
 

 

Application Process: 
 
 
If you would like to apply for the role of Admissions Manager you will need to complete the School’s 
application form and submit along with a covering letter to: 
 
Mrs Rebecca Mehsen 
HR Manager 
Email: hr@stonarschool.com 
Tel: 01225 701793 
 
Only applications using the School’s application form will be considered.  
 
Closing date for applications: Monday 12 October at 09:00 (interviews may take place before this date for 
suitable early applicants). 
 
Stonar is committed to safeguarding and promoting the welfare of children and applicants must be willing to 

undergo child protection screening appropriate to the post, including checks with past employers and the 
Disclosure and Barring Service. 
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