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St Columba's College is an independent Catholic
day school for ages 4 to 18 in the heart of St
Albans.

St Columba’s College is proud to be a Catholic school in the tradition of
the Brothers of the Sacred Heart. We provide a high quality education in a
nurturing environment and welcome pupils and staff of all faiths and
none.

Throughout each phase of education, Prep, Senior and Sixth, our pupils
are challenged to achieve their own best academic standard, while
becoming confident, resilient and compassionate individuals.

When our young people move on from St Columba's College, we aim for
them to leave people and places better than they find them.

This year is an exciting one for the College: we are moving to co-
education. Our first girls joined Reception in January 2021 and will be
joined by girls in Prep 1, Prep 2 and the Sixth Form in September 2021. 

This will be followed by a phased transition to full co-education
throughout the school. St Columba’s College will be the only co-
educational independent school in St Albans for ages 4 to 18.
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We are seeking to appoint an Admissions Registrar who will play a key
role in the recruitment and retention of students at all points across St
Columba’s College. 

The successful candidate will take overall responsibility for ensuring that
all aspects of the Registry and Admissions processes from first point of
contact with prospective parents to enrolment and beyond are managed
in an efficient and highly customer-focused way.  

Working as part of a small team, the role is busy, varied and interesting.
The ideal candidate will have previous Admissions experience gained
within an education environment. In addition to having a confident,
friendly and welcoming manner to prospective parents and pupils, they
will also need to be well-organised and have a high level of computer
literacy. Marketing and/or sales experience is highly desirable.

The role requires good database management experience and the ability
to provide reports and recommendations to the College Leadership
Team on Admissions numbers and trends. An ability to work flexibly is
also required for out of hours and weekend events.

St Columba’s College is committed to safeguarding and promoting the
welfare of children and young people and an enhanced DBS check forms
part of the appointment process, including reference checks with past
employers.

To apply for this position, visit https://www.stcolumbascollege.org/about-
us/work-with-us to view the job description and to download an
application form. Please email your covering letter and completed
application form to Jackie Metcalfe, HR Manager at
metcalfe.j@stcolumbascollege.org 

Closing date for applications: 11 March 2021. Early applications are
encouraged as the College reserves the right to make an appointment
prior to the closing date.  
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The Admissions Registrar is a member of the Communications,
Admissions & Development team, which consists of:

The Admissions department is the first point of contact for prospective 
 parents, and therefore first impressions are critical. It is the team’s
responsibility to ensure that the journey from enquiry to joining is as
smooth as possible, providing excellent customer service in a timely
manner.

The Marketing & Communications department is committed to
communicating the outstanding range of opportunities on offer at St
Columba’s College. We have a great story and it is our job to tell it
effectively, using a wide range of communications tools. 

Central to this is a programme of inspiring and interactive marketing,
which clearly reflects the ethos of our College.

The Development & Alumni Relations department is the first point of
contact for former students, staff and parents. The department
is responsible for fundraising and alumni engagement.
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