
 
 

SCARBOROUGH COLLEGE 
JOB DESCRIPTION 

 

Job Title: Senior School Registrar Reports to: Director of Marketing and Admissions 

Date 
Reviewed: 5 November 2020 

 

Role Overview 

Reporting to and working closely with the Director of Marketing and Admissions, the Senior School Registrar 
oversees the admissions strategy across the College’s Senior School, including Sixth Form and overseas students.  
The Senior School Registrar is responsible for delivering an effective admissions function and conversion strategy, 
with a high level of commitment to customer care and service. 

 

Key Responsibilities 

 Overseeing the complete admissions cycle from enquiry to entry, specifically for the Senior School and Sixth 
Form, including following up all enquiries based on Key Performance Indicators. 

 Managing all new relevant starter information (welcome packs), including the distribution to key staff and 
following up incomplete joining information. 

 Meeting prospective students and their families, organising their visit with key staff and tour guides. 
 Organising Taster Days and Taster Stays with relevant staff and tour guides. 
 Conducting timely follow-up calls to parents who did not choose the College, so as to build knowledge and 

understanding of alternative schools and areas for improvement of the admissions process. 
 Acting as Level 1 User and Processing CAS details for VISA applications in accordance with UKVI 

regulations, ensuring VISA details are monitored to ensure all VISA-students hold a current VISA and 
passport, BRP and VISA information is held on pupil files. 

 Preparing and conducting Admissions Meetings with the Director of Marketing and Admissions, 
Headmaster, Senior Deputy Head and Head of Boarding. 

 Maintaining pupil files, ensuring access to named staff only and ensuring all files are current and secure, 
and liaising with relevant HoTs for smooth and efficient pupil placement. 

 Working with the Business Manager regarding means tested bursary applications. 
 In conjunction with the Director of Marketing and Admissions, maintaining an accurate record of predicted 

pupils numbers for the next Academic Year. 
 Ensuring smooth transition of pupil details onto iSAMS. 
 Maintaining good working relations with overseas agents and working closely together with the Director of 

Marketing and Admissions to ensure that all agreements and references are up to date. 
 Maintaining accurate and up to date records of boarding house records and liaising with the Head of 

Boarding over allocations, spaces and short term stays. 
 

 
 
 
 
 
 
 
 



Other Responsibilities 

 Planning, organising and providing assistance in school events such as Scarborough Scholar, Open Days 
and Sixth Form Open Evening. 

 Providing assistance in school events such as Year 7 Induction, the Boarding Weekend and Sixth Form 
Evening. 

 Providing assistance with the completion of annual censuses and Reception cover. 
 Developing and maintaining good relationships with Heads of feeder schools. 
 Developing and maintaining professional and productive relationships with all members of staff within the 

school. 
  Any other tasks as required by the Headmaster/Director of Marketing and Admissions. 

 
 

PERSON SPECIFICATION 

 Essential Desirable 

Experience  Experience of working in an 
educational recruitment 
and/or admissions 
environment. 

 Reporting against clear KPIs 
and targeted results. 
 

 An affinity for the independent schools 
market. 

 Cross cultural competence. 

Qualifications 
 

 A first degree or equivalent 
in an administration related 
subject. 

 Current CPD. 
 
 Professional qualification in a relevant 

administration management discipline 

Specialist Knowledge 
 
 
 
 
 

 First call organisational 
administrative skills, with 
the ability to remain calm 
under pressure and work to 
tight deadlines with 
attention to detail. 

 
 Excellent interpersonal and 

communication skills, 
including the ability to relate 
well to people on all levels 
with sensitivity, tact and 
diplomacy. 

 
 Ability to work effectively as 

a team member. 
 
 Excellent digital skills and 

confident in the use of 
Microsoft Office 
applications, Word, Excel, 
Outlook and database input. 

 Ability to think and plan strategically 
and effectively communicate and 
executive plans. 

 
 Ability to converse in a foreign 

language. 
 
 Knowledge of legal requirements 

regarding immigration policy and UKVI 
requirements. 

 
 Effective knowledge of (international) 

qualifications frameworks. 
 
 Experience of planning, coordinating 

and running events. 

 
 
 


