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Director of Admissions, Marketing and Communications 

 

  

Information for Candidates 

We are looking to appoint a Director of Admissions, Marketing and Communications who will 

provide inspiring and strategic leadership for the next phase of the School’s development.  This is 

an exciting opportunity to take overall responsibility for developing and delivering outstanding 

admissions, marketing and communication strategies together with building and maintaining 

excellent relationships, globally, with all key stakeholders. 
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Kingswood foundation ethos  

'Do all the good you can, by all the means you can, in all the ways you can, in all the places you can, at 
all the times you can, to all the people you can, as long as ever you can.'     John Wesley 

Kingswood's distinctive spirit is based on the Christian beliefs of its founder, John Wesley, who stressed 
the importance of each individual and the transforming power of education. Kingswood is a friendly, 
inclusive community where individuals are helped to develop their own talents while encouraging others 
to do the same. Kingswood encourages confidence, open-mindedness and tolerance along with creativity 
and a spirit of inquiry. Academic achievement takes place in a context of all round personal development 
where high standards are combined with a sense of responsibility and service. Kingswood students excel 
in themselves whilst making a real difference to the lives of others. 

The school 

Kingswood  takes  its  name  from  the  district  in  Bristol  where  in  1748  John  Wesley,  the  founder  
of Methodism, created a school which he hoped by preaching, teaching and example would do more 
for young people than his own school days had done for him.  His aim was to provide academic rigour 
within a caring and supportive community in which Christian values were intrinsic and central.  The 
school gradually expanded and moved to beautiful parkland on the northern edge of Bath in 1852 to 
continue his purpose and maintain its tradition of service to young people and to Methodism.   It is 
now a co-educational day and boarding Independent School represented on the Headmasters' 
Conference and has over 1100 pupils aged between nine months and 18. 

 
The Prep School contains over 350 boys and girls aged nine months to 11.  The overwhelming majority 
are day students but there is a boarding house designed on family lines to meet the needs of our young 
boarders. 

 
The Senior School contains over 800 boys and girls aged 11 to 18, of whom around 200 are boarders.  
Although the latter are in a minority, the school is run very much as a boarding school community and 
that is part of the attraction of the school to its day families.  Initially boys and girls become members of 
the co-educational junior house known as Westwood.  This aims to make sure there are no divisions 
between day and boarding and to provide the kind of pastoral support associated with the best of prep 
schools whilst allowing its Year 7 and 8 students to access all the facilities of the senior site.  At the 
age of 13 the students move to one of six Senior Houses, three for boys and three for girls.  Of these 
five cater for both day and boarding students, while one caters for day students only.  All aim to 
generate a strong sense of community, and house competitions are a vibrant feature of the school 
termly calendar.  In addition to belonging to their houses, those entering the sixth  form, which 
contains around 220 students, have a purpose-built Sixth Form Centre. 
 
Academic standards are high, with well over 80% of A Level grades in the past five years being at grades 
A*-B. The intake is selective, but not narrowly so. With a major focus on teaching and learning and the 
professional development of teachers, the results represent very considerable value added.  
Both Senior and Prep School have superb facilities set in an estate of over 120 acres on the northern 
side of Bath, which is Britain’s only World Heritage City and which has a thriving cultural life.   
Bath is ideally situated for access to London, Wales, the Midlands and the South-West, being well 
served by the motorway network and high speed intercity trains. 
 



 
 

An Independent Co-educational Boarding and Day School for pupils aged nine months to 18 years. 

Kingswood Prep School is sited in the parkland known as Summerhill to the south of the Senior School 
and has a wonderful combination of buildings: an eighteenth-century Georgian mansion with 
award-winning main school buildings created within what was its kitchen garden in 1995.   The 
new buildings already feature  in  some  guide  books  to  the  city  as  “a  worthy  twentieth  century  
addition  to  Bath’s  unique architectural heritage”.  The School has steadily expanded since it opened 
in 1990 and in 1998 began taking boarders as well as day pupils.   The boarding house has been 
described by inspectors as a “first-class amenity, which is the envy of many schools”. A major new 
development including a new nursery catering for children from the age of 9 months was opened in 
2018.  
 
The Senior School was built in parkland originally created by the eighteenth-century recluse, William 
Beckford, and has wonderful views over the city.  In addition to the main building completed in 
1851, the school has a wide range of other facilities, including an attractive teaching centre known as 
the Ferens, the Posnett ICT Centre, the Farnworth Art Centre, the Design and Technology Centre, the 
Kingswood Theatre, the Music School, the J O Heap Library, and a new Humanities block (opened in 
2013).  One of the boarding houses is based in the main school building, and the rest are based in 
attractive buildings set within the school grounds. Hall House was originally located above the Dining 
Hall within the main school building but in September 2014 it was relocated to a brand new purpose 
built facility in the South-West of the campus, adjacent to the other boarding houses. Middle House has 
recently undergone a full refurbishment. Further ambitious plans for development are planned over the 
next few years.  

 
Sporting facilities on the main school site include a Sports Hall, heated indoor swimming pool, two 
squash courts, multi-gym area, and a floodlit Astroturf.  The main playing fields of some 57 acres are to 
the north of the senior school site and include an Astroturf athletics track, tennis and netball courts 
and a fine new pavilion opened in 2011.  There are plans to further develop the sporting facilities 
considerably over the coming years in conjunction with a number of local sporting organisations.  
The school is increasingly serving local community needs as well as the needs of its own students. 

 
There is no Saturday morning school, but there is an extensive array of activities taking place at 
weekends, including many of a sporting and outdoor pursuits nature. 
 
Only a minority of the students come from a Methodist background.  The rest are drawn either from 
Anglican, Quaker, Baptist, United Reformed, Roman Catholic, and other Christian backgrounds, or from 
families with no church background or from other faiths who have chosen Kingswood for other 
reasons.  It is not our aim to concentrate too strongly on the denominational aspect of our foundation 
nor to be dogmatic in our presentation of Religious Education in any area of the life of the School.  The 
only legitimate approach, as we see it, is an 'open' one which encourages the importance of Christian 
values, good relationships and a sense of community. 
 
In the Senior School’s most recent inspection by the Independent Schools Inspectorate the School was 
graded excellent in all areas.  
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Job Description: Director of Admissions, Marketing and 

Communications 

Location: 

Kingswood School 

Responsible to: 

Headmaster and Principal of the Kingswood Foundation 

Staff management responsibility: 

You will be responsible for the Admissions and Marketing Team 

Job purpose 

The Director of Admissions, Marketing and Communications role at Kingswood represents an exciting 
opportunity to take overall responsibility for developing and implementing an outstanding, coherent 
strategy across the whole Kingswood Foundation.  The postholder will provide strategic planning and 
leadership in each of the areas named in the job title, paying particular attention to UK and 
international boarding.   

With the support of a strategic consultant, work has started on the integration of the Admissions and 
Marketing teams to ensure a shared vision, ways of working and systems.  The department recently 
moved to a beautiful shared workspace in the heart of the School.  It will be the role of the post holder 
to continue this journey and to lead, manage, inspire and develop the Admissions and Marketing team.    

The post holder must have an empathy with and commitment to independent education, as well as a 
clear appreciation of the Kingswood ethos. There is a uniqueness to the School and the post holder will 
need to be able to communicate the essence of what it means to be part of this special  community to a 
wide audience.  She/he will be a key public face for the School, responsible for the organisation, 
development and leadership of all matters related to marketing and admissions in the Nursery, Prep 
and the Senior Schools, including Sixth Form. This is a pivotal role and the post-holder will take the lead 
in developing and delivering outstanding marketing and admissions strategies together with building 
and maintaining excellent relationships, globally, with all key stakeholders. 

Job role 

• To develop and implement a coherent marketing strategy for the whole School, aligned with 

Kingswood’s key aims, vision and values, so that pupil recruitment and retention is optimised at 

all times 

• To develop and execute both UK and international recruitment strategies, to ensure that the 

School’s recruitment targets are met and, where agreed, increased or rebalanced  

• To develop and drive the School’s communications strategy, to include branding, events, print, 

direct and digital communications 

• To manage the School’s brand and reputation, acting as ‘Brand Guardian’, ensuring that the 

School communicates, engages and presents key messages in a consistent, professional and 

prompt fashion to all stakeholders in the UK and overseas.   
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• To promote and raise the profile of the School locally, nationally and internationally amongst all 

constituencies, including parents, prospective parents, feeder schools, international agents, 

businesses and the wider community in general 

• To actively monitor competitive activity in the UK and overseas 

• To develop and implement Foundation-wide internal communication plans, content and 

messaging that engages, aligns and inspires employees with Kingswood’s vision and strategy to 

promote understanding of priorities and key initiatives.  Ensure consistency and alignment of 

internal communication activities across all areas of the School.   

Key duties & responsibilities 

External Relations 

• Development, management and oversight of the School’s strategic external relations plan in line 
with the overall School vision and strategic plan 

• Development and implementation of the School’s communications and PR strategy by raising 
awareness and differentiation across key markets – local, regional, national international and 
feeder schools via effective tactical contact, advertising and communication plans 

• Lead on media liaison and press relations in conjunction with the Principal and other nominated 
spokespeople. Provide an occasional emergency out of hours service, if required 

• Generate a positive and proactive whole-School marketing culture amongst teaching and 
support staff 

• Development of an effective retention/transition strategy from Year 11 into Sixth Form and a 
collaborative feeder school transition programme regarding entry into Year 7  

• In close collaboration with the Principal, develop and implement an effective UK and 
international pupil recruitment strategy including the identification of potential new markets 
and relationships 

• Development of clear personal and team action plans related to all strategic plans and the 
implementation of effective systems for monitoring and evaluating success 

• Work closely with the Development Director to support the School’s fundraising strategy 

• Work closely with the Director of International Partnerships to enhance and manage the 
School’s brand overseas. 

 

Marketing and Communications 

Lead the Marketing Team in the:  

 
• Consistent implementation of the School’s brand guidelines, providing overall editorial and 

design control across all communications and advertising media 

• Oversight and editorial control of the prospectus and other school promotional and advertising 

collateral, both print and digital, nationally and internationally 

• Strategic management of the School’s website, with responsibility for its continual evolution, 

update and ongoing accuracy 

• Development and implementation of an effective promotional advertising, digital and social 

media strategy 
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• Development and oversight of the School’s overall events strategy including open days, feeder 

school events, open evenings, taster events etc. – attending these whenever necessary 

• Undertaking of market and competitor research and analysis, evaluating and acting upon both 

macro and local opportunities and threats  

• Marketing activity across the Foundation, providing oversight and guidance where needed;  

• Advise upon policies and procedures relating to internal marketing communications with 

current parents 

 

Admissions 

Lead the Admissions Team in the:  

• Implementation of an effective national and international pupil recruitment strategy, including 

the identification of potential new markets and relationships 

• Delivery of the School’s recruitment targets, recruiting into the School, at all entry points, pupils 

of an appropriate number and calibre, as agreed with the Principal 

• Maintenance and improvement of the efficiency and effectiveness of admissions procedures, 

ensuring they follow best practice and take into account the dynamic nature of the School’s key 

markets and the changing strategies of its competitors  

• Proactive follow-up of enquiries and ongoing communication with prospective pupils and 

parents throughout the admissions process  

• Production and presentation of management reports in support of admissions activity;  

• Visits to feeder schools, educational exhibitions and other UK recruitment events, as agreed 

with the Principal, as well as involvement in developing suitable links and relationships in the 

local community as a whole  

• Overseas recruitment trips to key markets, as agreed with the Principal. These may include 

working closely with overseas agents and/or attending international trade fairs etc. 

• Compliance and effectiveness of systems to support and manage UKVI visa applications being 

made by prospective pupils 

• Oversight of arrangements for open mornings and other visits by prospective parents and pupils 

 
Leadership and Management  
 

• Member of the Foundation Senior Management Team  

• Lead, motivate and develop the Admissions and Marketing team 

• Monitor and report all high-level metrics, developing and revising strategies and tactical plans 

where appropriate 

• Lead the setting and delivery of Admissions, Marketing, and Communications objectives and 

targets;  

• Set and manage all related budgets  

• Report regularly to the Principal, SMT and Governors as required, advising on all matters 

relating to overall strategy, market trends, marketing and admissions  
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• Networking and relationship building with all key stakeholders: feeder schools, staff at all levels, 

international agents, the media, current and prospective parents  

• Keep abreast of all matters related to education in general and to the independent sector, in 

particular, ensuring constant monitoring of relevant guidelines, compliance regulations and best 

practice. This will include Tier 4 and compliance with UKVI regulations 

 

It should be noted that this is not a definitive list; your duties will be at least those listed above.  

You will be expected to: 

• Conduct yourself with professionalism, tact and diplomacy at all times as a representative of 

Kingswood 

• Observe health and safety procedures and work safely at all times 

The ideal candidate 

Essential knowledge, qualifications, experience, skills and abilities 

• Educated to degree level or equivalent 

• At least five years’ experience of managing a marketing/admissions or customer relationship 

function in a relevant environment 

• In-depth understanding and appreciation of the principles of marketing, communications, 

customer care and public relations  

• Innovative and dynamic approach and commitment and desire to contribute to the overall 

development and success of the School 

• Experience of developing and successfully implementing strategic plans at a senior level 

• Strong leadership and management skills including experience of change management 

• Proven track record of successful team leadership and team building skills 

• Ability to influence, motivate and persuade at all levels 

• Excellent written and verbal communication skills 

• Advanced IT skills 

• An understanding of, and an ability to interpret, databases and their use in customer 

relationship management 

• Significant experience of budget management 

• Website and social media management with an understanding of their effectiveness in a 

communications strategy 

• Up to date digital marketing skills, together with extensive experience in working with external 

agencies and studios 

• Prepared to travel overseas 

• Willing to play an active part in the life of the Kingswood Community including attending a 

wide-range of school events and working out of hours as and when required.   
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Desirable qualifications, experience and skills 

• Relevant high-level professional marketing or admissions qualification 

• Understanding of the principles and practices of admissions 

• Familiarity with current UKVI legislation relevant to the independent education sector 

• Working at senior management level 

• Relevant experience in an international context 

• Desktop publishing skills 

 

Key competencies 

• The presence, intellect, tact and credibility to represent the School at all levels and to a variety 

of audiences, both internal and external  

• Vision, creative flair and commercial acumen 

• The ability to operate at a strategic level 

• Client focused and target driven 

• Commitment to equal opportunities and anti-discriminatory practice 

• Supportive of the Christian ethos of the school 

• First class oral and written communication, presentation and negotiating skills 

• Collaborative, flexible and supportive when working in a team environment 

• High levels of discretion and confidentiality 

• Emotional resilience with the ability to manage and prioritise a diverse workload, to meet 

deadlines, and to work calmly under pressure 

• Impressive personal presence and presentation  

• Highly literate and numerate, excellent in the use of ICT and with a keen eye for detail  

• High work standards evidenced by a consistently thorough, detailed and organised approach 

• Evidence of appropriate and ongoing professional development 

 

Child protection 

It is your responsibility to help promote and safeguard the welfare of children and young persons for 

whom you are responsible, or with whom you come into contact, and to adhere to and ensure 

compliance with the School’s Child Protection Policy Statement at all times. If, in the course of carrying 

out the duties of the post, you become aware of any actual or potential risks to the safety or welfare of 

children in the School, you must report any concerns to the School’s Designated Safeguarding Lead. 

Protecting children from the risk of radicalisation is part of the School’s safeguarding duties (under the 

Prevent Duty). 
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Terms and conditions 

Salary 

A competitive salary is offered, depending on qualifications, skills and experience. 

Holiday and Hours of Work 

Paid holiday entitlement is 32 days per annum plus bank holidays, to be taken at times as agreed with 
the Principal. Holidays should generally be taken outside of school term-time. It should be noted that 
the May Day Bank Holiday is a normal working day for Kingswood School.  
 
Indicative hours are 8.30am to 5.00pm, Monday to Friday throughout the year. However, as a member 
of SMT, and in a client-facing role, the hours of work will be broadly determined by the requirements of 
the position and the successful candidate will be expected to work the necessary hours to fulfil it. It is to 
be expected that some weekend and evening work will be required as an integral part of the role and 
attendance at all Open Mornings is expected.  
 

Staff development review 

Your staff development review will be undertaken by the Principal 

Probation Period 

Three terms 

Benefits of service 

Kingswood School has high expectations of staff and looks to reward them with beneficial conditions of 
service.  

• Professional development and training.  

• All staff enjoy free meals with refreshments available throughout the day.   

• Part remission of fees at Kingswood Nursery, Prep and Senior Schools for children of employees 

(subject to the normal competitive entry requirements being met).  Please note that remission 

of school fees is not a contractual entitlement; the Governors reserve the right to vary the rate 

of remission or to withdraw it altogether. 

• Staff are welcome to make use of the leisure and sports facilities (which includes a swimming 

pool, gym and tennis courts) set within the beautiful School grounds. 

• Parking available around the School site. 

• Stakeholder Pension Scheme with contributions up to 5% matched by the School. 

• Death in Service benefit. 

• Cycle Scheme in line with the Government’s Cycle to Work initiative.  

• Employee Assistance Programme, an independent, free and confidential advice service that can 

offer both practical advice and emotional support.  

• Kingswood has a strong sense of community and there are many ways to be involved whether 

through sport, music or social events. 
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Application process 

Please visit our website https://www.kingswood.bath.sch.uk/about-us/employment-opportunities to 

read our policies for Recruitment, Selection and Disclosure Procedure, and Child Protection and 

Safeguarding Policy including EYFS. 

Please register via this link https://kingswood.ciphr-irecruit.com/templates/CIPHR/job_list.aspx              

and apply using the online application form.  

If you have any questions about the recruitment process please contact Nicola Carr, HR Assistant, on 

01225 734350 or email: recruitment@kingswood.bath.sch.uk 

 

The closing date for applications is Monday, 22 February 2021 at midday 

 

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. You will be required to undergo child 

protection screening appropriate to the post, including checks with past employers and the Disclosure 

and Barring Service (DBS). 
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