
 

Job Description 

ADMISSIONS MANAGER 

Salary Level:  NJC 26 £30,451 gross per annum  

Hours:   35 Per Week    

Responsible to:  Development Director 

General: 
Mary Hare educates 240 profoundly deaf children at its residential school in Berkshire and we pride 
ourselves on our pupils’ achievements at GCSE, A Level as well as B Tech and Vocational Courses. 
We offer the opportunity to teach highly motivated children, in small classes, where you can make 
a real difference at this national centre of excellence for deaf education. No knowledge of sign 
language is required, as we follow an auditory/oral philosophy. 

The Role:  
To manage the admissions of all pupils into Mary Hare Primary and Mary Hare Secondary School.  
This will involve the organisation of visits, assessments and management of offers through to final 
placement at Mary Hare School.  The role requires excellent communication skills with both parents 
and key staff involved in the admissions process. The Admissions Manager will also carry out all 
administration of the admissions processes and report to the Development Director on progress 
made with each prospective pupil. The Admissions Manager is not responsible for the line 
management of any member of staff, but will work closely with colleagues involved in the 
admissions process, Assistant Principal- Family support and Liaison, the Primary School Head 
Teacher, the Tribunals Assistant, the Assessment team, the Finance team and other members of 
staff as necessary.  Mary Hare has a full-time marketing manager who is responsible for promoting 
the school and generating interest from families of deaf children. 
 
Main Duties and Responsibilities: 

• Overseeing the admissions process and procedures 

• Maintaining and managing the admission database (RS Admissions) 

• Supporting families with the admissions process from the point of enquiry 

• Booking visits to the school, carrying out tours, organising assessments 

• Providing administrative support to the assessment team including booking of rooms, 
organising diaries and ensuring all are working to deadlines 

• Be the liaison for parents on an ongoing basis and providing families with support and advice 
about next steps related to securing the place at Mary Hare 

• Drafting and preparing offer/decline letters 

• Organise events aimed at supporting families with the admissions process 

• Analysing admissions data and preparing regular reports for the Development Director 

 



 

 

Person Specification 

Education Attainment 
 

• General Secondary Education or equivalent (English and Maths essential) 

• Degree 
 

Knowledge and Experience 

Essential Desirable 

• Excellent customer relations skills 

• Efficient, good attention to detail and 

accuracy 

• Excellent written and verbal communication 

skills 

• Some knowledge of SEN and working 

in a school environment 

• Previous experience in an admissions 

or customer service environment 

• Experience of working with in a 

Microsoft environment  

• Experience of working with databases 

Skills and Personal Qualities 

• Excellent communication skills to enable effective dialogue with colleagues, staff, 
visitors and where applicable, students 

• Organised and self-motivated, with a proven record for meeting targets and deadlines 

• Good collaborative skills, working together with the assessment team, managing 
parental expectations and the demands of daily school life 

• Able to perform well and remain professional whilst under pressure 

• Dedicated team-player, who strives for excellence and leads by example 

• Tactful and discreet, whilst mindful of observing Safeguarding and professional 
standards 

• Displays a smart and professional appearance, representing the School in a positive 
manner 

• Reliable and stable 

• Well-developed problem-solving skills 

• Enthusiastic, with an eagerness to learn new skills and a commitment to personal 
continuous development 

• High level of accuracy and attention to detail 

• Self-motivated and able to work alone without direction 

• Adaptable and flexible with working patterns when required 

• Committed to contributing toward the School community 

• Good numeric and computer skills (Microsoft Outlook essential) 

• Practical and constructional 

Essential Values, Behaviours and Attitudes 
 
All employees are expected to actively promote and demonstrate the six core values of the 
School: 
 

• Learners First 



 

• Community is Key 

• Integrity & Respect 

• Empower & Energise Others 

• Being Accountable 

• Excellence 

 

The School reserves the right to vary or amend the duties and responsibilities of the post holder at any time according to 
the needs of the School’s business. 
 
In exceptional circumstances, the post holder will be required to undertake other duties and responsibilities of a similar 
post in order to support workload peaks, skill shortages, to ensure priorities are met. This will be sensitive to available 
resources and individual skills and will be generally in the same area. 
 

The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff 
and volunteers to share this commitment. 
 
All employees should take reasonable care for their own Health & Safety and that of others who may be affected by what 
they do or do not do. Staff should correctly use work items provided by the School, including personal protective 
equipment in accordance with training and instruction. 

 


