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Loughborough Schools Foundation is 
a progressive charitable Foundation of 
four independent schools in the heart of 
Loughborough, educating children from  
3 to 18 years. 

It comprises:
  

Loughborough Grammar School  
(boys, 10 - 18 years)
  

Loughborough High School  
(girls, 11 - 18 years)
  

Loughborough Amherst School  
(Co-educational, 4 - 18 years) 
  

Fairfield Prep School  
(Co-educational, 3 - 11 years)
  

Loughborough Nursery 
(6 weeks - 4 years)  

The four Schools are situated on neighbouring campuses 
close to the town centre and enjoy an excellent reputation 
for their academic, cultural and sporting achievements and 
for the quality of their pastoral care. 

Our Schools family embraces some 2,000 pupils and 
700 staff engaged in giving and receiving an education 
to cherish. An education where academic achievement 
is balanced by moral guidance, happiness, courtesy, 
opportunity and a tangible kindred spirit within which 
everyone is known, understood and valued.

Should you choose to apply for this important position, we 
look forward to welcoming you and helping you to discover 
more about the Foundation, its history and its future. 

http://lsf.org/careers/careers-overview/

Career 
opportunities



Post:

Head of Admissions
Responsible to:
Director of Marketing, Admissions and Commercial 

A shared admissions function supports the four Foundation schools and 
Loughborough Schools Foundation is seeking to appoint a Head of Admissions 
to lead the team of Registrars in recruiting both day and boarding pupils. All 
Registrars report to the Head of Admissions.

The Foundation expects staff to demonstrate a high level of commitment and 
everyone is expected to reflect the Foundation’s ethos when dealing with all 
stakeholders. The Head of Admissions will be a highly credible ambassador for 
Loughborough Schools Foundation.  

A requirement of this post will be UK and International travel (could be up to two 
to three times per year to Hong Kong and China), as well as attendance at evening 
and weekend events

The Role 
Loughborough Schools Foundation are seeking to appoint a 
Head of Admissions. 

A key strategic role working across the four Schools, 
the Head of Admissions is responsible for the ongoing 
development and delivery of a highly effective, forward-
looking centralised admissions function.

Managing a professional, hard-working team of six, the 
Head of Admissions will offer outstanding leadership 
for this highly valued team. Reporting to the Director of 
Marketing, Admissions and Commercial, and working 
closely with colleagues in the Schools and Marketing, the 
Head of Admissions will also interact with the four Heads, 
and Senior management at all four Schools.

Applicants must have a strong track record working in a 
customer-facing admissions, recruitment or sales role and 
experience in managing and developing teams. 

The successful candidate will be confident, articulate, 
outgoing and intellectual, and comfortable working in a 
fast-paced, challenging and extremely rewarding role.

This is an ideal position for an ambitious and motivated 
admissions or sales professional. 



Core Purpose 

The Head of Admissions will oversee the ongoing 
development and delivery of all pupil recruitment activity 
for Fairfield Prep School, Loughborough Amherst School, 
Loughborough Grammar School and Loughborough High 
School. Leading a team of Registrars, and working closely 
with staff at all levels, the Head of Admissions will be 
ambitious and highly effective in working in support of 
the overall Loughborough Schools Foundation strategy.

Within a wide-ranging role, the Head of Admissions will 
ensure market-leading customer service to maximise 
successful recruitment and retention. The Head of 
Admissions will require the highest standards of service 
delivery, insisting upon exemplary data capture and entry 
processes in order to enable an evidence-based approach, 
and will deliver against clear targets for recruitment.

The Head of Admissions will have responsibility for 
delivering a busy programme of admissions events and 
international recruitment activities. Working with flair 
and creativity, and unafraid to challenge the status quo, 
the successful candidate will proactively seek out ways to 
improve and develop the admissions programme at every 
opportunity.

Responsibilities
 • Develop and implement clear vision for an admissions 

function which meets the needs of individual schools 
and supports cross-Foundation working 

 • Ownership of all admissions processes from enquiry 
through to entry to the Schools. Make decisions, in 
conjunction with the Heads, for the admission of day 
pupils and boarders 

 • Establish positive working relationships with staff at all 
levels across all four Schools and central services 

 • Ongoing engagement with and development of 
relationships with external partners, particularly feeder 
schools and overseas agents 

 • Work with the Grammar School Boarding team to 
maintain and further develop international recruitment, 
including the identification and management of new 
overseas markets 

 • Responsible for planning and implementation of all 
recruitment activities including open days, taster days, 
assessment days and induction days. Attend overseas 
recruitment fairs/expos/agent meetings, as required 

 • An exceptional grasp of customer service, and the ability 
to instil those values and techniques across the team 

 • A strong understanding of effective communication 
techniques

 • Insistence on outstanding data processes, and the ability 
to demonstrate the benefits of good data management 
through improved practices and outcomes. Maintain 
the integrity of the admissions database and implement 
processes to ensure the accurate and effective capture of 
customer information 

 • Use of admissions data to inform decision making and 
marketing activity  

 • The ability to manage change, embed new ways of 
working, and motivate and inspire a talented team 

 • Support and develop a seamless process for scholarship 
and financial awards 

 • Maintain confidentiality and display a high degree of 
integrity at all time

 
 • Ensure compliance with the admissions policy, monitor 

its effectiveness and review annually. 

 • Support the life of the Foundation by attending social 
and school events 

This is not a static or exhaustive list of duties. The Head of 
Admissions is expected to be flexible, to meet the needs of 
the Loughborough Schools Foundation community.



Person Specification

Essential skills and attributes 

• An understanding of the aims of the independent
schools sector

• Extensive experience in a recruitment or admissions role,
or significant sales experience in a service, or education-
based organisation

• Demonstrable team leadership and management skills
with the capability to manage and inspire others

• Demonstrable understanding of the principles and
practice of customer relationship management, and the
ability to instil this across the team

• The ability to build and maintain positive working
relationships with staff at all levels

• Ability to lead change and a willingness to learn new
ways of thinking and to try new approaches

• Ability to think creatively and demonstrate initiative,
dealing calmly with different situations as they arise

• Willingness to maintain a busy schedule, including
travel (UK and abroad) and regular evening and
weekend commitments

• Ability to analyse admissions statistics and present
accurate reports

• IT literate, and experience in database management

• A team player

• Enthusiasm, maturity, flexibility, creativity, self-
motivation, integrity and resilience

• High-level communication and presentation skills, both
written and verbal

• Strong planning and organisational skills

• Understanding and respect for the principles of
confidentiality

• Be a highly credible ambassador for Loughborough
Schools Foundation

• High level drive and determination to succeed.

Hours of work
Full-time, 37.5 hours per week.

Please note this role requires attendance at open days, 
other admissions related events and international travel, 
which will require evening and weekend working.

Salary and benefits
• Anticipated salary, £38,000 to £42,000 per annum, 

depending upon experience. Performance-related bonus 
will be offered

• 20 Days holiday per year (plus Bank Holidays)

• The post holder will be permitted to take time off in 
lieu, with agreement from their line manager for the
additional hours worked at weekends 

• Contributory pension scheme

• Members of staff are entitled to a substantial reduction
in fees for their children at any of the four Foundation
Schools

• School lunch is provided free of charge during term
time.



How to apply
To apply, candidates should complete the application form, 
including the supporting information, which can be found 
on our website: https://isw.changeworknow.co.uk/lsf/
vms/e/careers/search/new

Please email recruitment@lsf.org with any questions about 
the role.

The deadline for receipt of applications is 
10:00 on Monday 7 December 2020.

First stage interviews will take place at the School during 
week commencing 14 December 2020.

The Foundation/school is committed to safeguarding and 
promoting the welfare of children and young people and 
expects all staff and volunteers to share this commitment. 
Applicants must be willing to undergo child protection 
screening appropriate to the post, including checks with 
past employers and the Disclosure and Barring Service.

Loughborough Schools Foundation
3 Burton Walks
Loughborough 
Leicestershire
LE11 2DU

Loughborough Schools Foundation is a Company 
Limited by Guarantee, number 4038033, and 
is registered in England and Wales. It is also a 
Registered Charity, number 1081765. 
The Registered Office is 3 Burton Walks, 
Loughborough, Leicestershire LE11 2DU

T: 01509 283700 
www.lsf.org
    @LboroSchFdt


