
 

 

 

Director of Admissions and Marketing 

 

Thank you for your interest in applying for the important role of Director of Admissions 

and Marketing at St Andrew’s, Pangbourne. 

The School 

St Andrew’s is a leading coeducational day/boarding IAPS Prep School (280+ pupils, aged 3 

to 13 years). Set in 54 acres of wonderful West Berkshire countryside and not far (20 

minutes) from the towns of Reading and Newbury.  The School prides itself on being a caring 

community where everyone matters. Alongside this strong pastoral care, the children are 

exposed to a broad range of educational experiences, which equip them well to find success 

in their senior schools and go on to be active and compassionate citizens.  Many of our pupils 

win scholarships and awards when they leave us and go on to a wide range of leading senior 

schools. 

 



 

 

The St Andrew’s Vision Statement 
 

At St Andrew’s we value curiosity, courage and kindness.  Building on these characteristics 

from day one until departure, we cherish each child’s individuality whilst nurturing their 

happiness, confidence and passion for life.  We encourage an all-round and forward thinking 

education, which prepares children to be positive contributors in life. 

 

Central to this vision and the principal of our founding motto - ‘Altiora petimus’ (we seek higher 

things) we promote six core values in all that we do at St Andrew’s:  

 
 

 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Compassion kindness, respect, empathy, manners 

Commitment  resilience, perseverance, motivation, determination 

Curiosity enthusiasm, thoughtfulness, interest 

Collaboration teamwork, flexibility, communication 

Courage honesty, confidence, initiative, leadership 

Creativity originality, reflectiveness, risk taking, observation 



 

 

Director of Admissions and Marketing  

 

Main Duties 

 

The Role  

 

The position of Director of Admissions and Marketing is a new role.  Reporting directly to 

the Headmaster, the successful candidate will lead the admissions and marketing department 

and be responsible for pupil and family recruitment, the School’s admissions process and the 

management of all communications. 

The primary responsibility is to support the growth and development of the School by 

articulating and promoting St Andrew’s vision, conveying the School’s distinctive qualities 

and values to prospective parents and children. In consultation with the Headmaster and 

Bursar, the post holder will create a strategy, which draws together the marketing, and 

admissions strands of the School to position St Andrew’s as the first choice co-educational 

Prep School in the area, with a national reputation for excellence in both education and 

pastoral care.  

Start Date: End of April (Summer term) but no later than 1st September 2021 

 

Areas of Responsibilities 

Recruitment, retention and marketing strategy, the post-holder will: 

 Create and implement key admissions and marketing initiatives, which focus on 

driving enquiries to the School and maximising conversion rates. 

 Develop a coherent and cost-effective communication and marketing strategy, which 

articulates the School’s ethos and raises its profile in the relevant markets.  

 Develop and execute pupil and family recruitment and retention strategies to ensure 

the School’s targets are met and first-rate customer experience is provided.  

 Research and develop new opportunities and channels for marketing the School. 

 Build strong relationships with both feeder schools and destination schools. 

 Undertake regular market and competitor research and analysis to inform future 

plans. 

 Develop and implement an internal marketing programme to maximise family 

retention. 

 Be accountable for the budget associated with admissions and marketing activities, 

reporting regularly to the Bursar and Headmaster. 

 Manage the marketing and admissions team, with line management responsibility for 

the Head’s PA and the School Secretary and the potential to expand the team if 

necessary, in agreement with the Headmaster and Bursar, to meet the strategic and 

operational needs of the School. 
 



 

 

Recruitment and marketing process, the post-holder will: 

 Lead the management of all correspondence with prospective families from the initial 

point of contact, enquiry, visit and enrolment ensuring timely and appropriate 

communication with families is maintained throughout the admissions journey.  

 Keep the School at the forefront of parents’ minds during the admissions journey to 

ensure they develop a bond with the School and feel a connection has been 

established over what can sometimes be a long period of time between the various 

stages of the process. Warm, friendly and personalised communication is key. 

 Ensure that effective follow-up systems for all enquiries, tours, registrations, taster 

days and offers are in place and applied.  

 Be responsible for dealing with all the offers to pupils joining the School as well as 

dealing with all the administration and liaison between the School staff and the 

parents from start to finish and keeping accurate records of leavers. 

 Plan and oversee arrangements for Open Days, Open Mornings and other visits by 
prospective families. 

 Analyse, forecast and produce termly reports on key pupil admissions data and 

statistics, revising strategies and marketing plans where appropriate. 

 

Brand Management and Development 

 Direct, manage and produce external marketing material including prospectus, 

promotional literature, digital marketing, social media and website.  

 Manage all elements of the brand to ensure that it reflects the values and ethos of St 

Andrew’s and that it is consistently implemented across all media. 

 Work with the appropriate staff to build and maintain excellent relationships with 

former pupils, families and staff (OSAs).  

 Develop a programme of events to maximise interest in the School and build 

excellent relationships with a wide range of stakeholders (prospective parents, local 

community groups, local businesses, feeder schools and nurseries, etc.). 

 Plan for, support and attend outside events, ensuring that St Andrew’s ‘brand’ is 

maintained appropriately. 

 

 

 

The Ideal Candidate Profile 

The ideal candidate will have a proven track record of success in admissions and marketing 

in an independent school. However, applicants who can demonstrate strong expertise in 

strategic marketing, communications, customer relationship management and people 

leadership in a comparable organisation are warmly encouraged to apply. The successful 

candidate will have knowledge or experience of the educational landscape and a keen sense 

and understanding of the reasons why parents consider independent education for their 

children. 

The Director of Admissions and Marketing is often the first point of contact for enquirers 

so he/she plays an essential part in promoting the School, its values, and the care and 

education that it offers. The successful candidate therefore needs to demonstrate a real 

understanding of the ethos of the school, a passion for learning and a genuine care for 

children and will be able to communicate this with enthusiasm and confidence.  



 

 

The Director of Admissions and Marketing needs to be superb communicator and able to 

empathise with prospective parents and their children. He/she will be highly proficient at 

guiding new parents through the admissions journey, putting them at their ease, listening to 

their queries and making them feel fully supported throughout. He/she will also be skilled at 
identifying where there is good alignment between parents’ expectations and desires, and 

what the School is able to offer. He/she will also be highly adept at communicating with 

families whose children are already in the School and at understanding the importance for 

retention as well as recruitment, 

 

The successful candidate will have an excellent telephone manner and the ability to convey 

a ‘personal touch’, making an excellent first impression, which reflects the care and 

commitment of the School in looking after the children. 

 

 

Key Requirements (Qualifications and Skills): 

 

The successful applicant is likely to be educated to degree level or possess equivalent 

professional experience.  

 

The key skills, abilities and knowledge sought will be an appropriate balance of the 

following: 

 

 A genuine commitment to education and an understanding of the aims of independent 

schools such as St Andrew’s with a willingness to place the School’s vision at the 

heart of any communication. 

 Previous experience in admissions and marketing within an educational setting would 

be a huge benefit.  

 Proven experience in customer-facing and administrative roles is essential. 

 An understanding of best practice in admissions/customer service and marketing, 

together with an ability to establish and implement a sound marketing and customer-

facing strategy. 

 Strong interpersonal skills with demonstrable ability to build rapport and 

communicate persuasively with people; possessing a natural instinct to listen and 

empathise is essential.  

 The ability to communicate, both verbal and written, to promote the ethos of the 

School to all enquirers in a warm, confident, friendly and professional manner.  

 A warm and engaging manner and a genuine understanding of parents’ feelings and 

concerns when they are considering a school for their child and the ability to make 

each family feel listened to, understood and cared for. 

 A depth of knowledge and understanding of the power of branding, image and style 

– recognising what influences parents and persuades families to choose a school for 

their child. 
 

 
 

 

 

 



 

 

 As a line manager, the ability to motivate and guide staff, providing support and 

mentoring as required.  

 Excellent use of IT, multimedia and databases (e.g. MS Office & TEAMS, in particular, 

PASS or 3SyS, would be an advantage) to ensure that all administrative work is 

undertaken efficiently, accurately and on time. 

 Sufficient knowledge and understanding of digital and social media, and website 

content management systems to be able to provide effective management to the 

admissions and marketing team.  

 Strong organisation and logistical skills to organise all arrangements for meetings, 

tours and assessments, working within tight deadlines. 

 The ability to understand and interpret data in spreadsheets and reports to provide 

accurate and useful forecasts and management information. 

 The ability to write and speak well, with a good command of written and spoken 

English and grammar, and the ability to proofread with an excellent attention to detail. 

 The ability to be creative and to adapt to new situations, address problems from new 

perspectives and manage change in a thoughtful and inspiring way. 

 Positive, reliable and flexible approach to work with a ‘can-do’ attitude, which works 

well within a busy team. 

 Resilience and the energy to cope with the rigours of a busy office and a long school 

day. 

 Ability to remain calm under pressure and maintain a sense of humour, this is vital! 

 Discretion, sensitivity and diplomacy to deal appropriately with confidential 

information with regard to children, staff and families. 

 A thorough understanding, or the willingness to gain a thorough understanding, of 

the issues and procedures relating to the safeguarding and welfare of the pupils in the 

care of the School. 

 

 

Salary and Terms of Employment 

 

An attractive and competitive salary dependent on qualifications, experience and skills of the 

successful candidate.  

 

This is a full-time and year round position but some flexibility may be available in terms of 

working hours, especially during the school holidays. It is expected that occasional weekend 

and evening work will be required as an integral part of this important role.  

 

Generous paid holiday allowance of 30 days per annum plus bank holidays, the majority of 

which is to be taken in during the school holidays. 

 

Additional Benefits: 

Potential fee remission for children of the successful candidate, where relevant. 

 

Contributory pension scheme (employer will match employee contributions up to 7.4%) 

 

Free onsite parking, free meals during term time, use of facilities and excellent staff welfare 
programme which includes fitness classes and swimming sessions. 

 



 

The notice will be one term following an initial probationary period of 12 months. 

 

St Andrew’s is a wonderful place to work and you will be joining a strong community, 

committed to the welfare and education of children. 

 
Application Process: 

 

To find out more about this post please contact Mrs Amanda Sands, Personnel, Purchasing 

and Domestic Manager   sandsa@standrewspangbourne.co.uk 

 

Applications should be accompanied by a covering letter not exceeding two pages, which 

clearly outlines your skills, experience, and reasons why you are interested in applying for 

this role. 

 

Closing Date of Application 

Monday 1st March at 12pm (noon) 

 

First Round of Interviews 

w/c 8th March (Most likely these will be conducted remotely) 

 

Second Round Interviews 

w/c 15th March (We hope to meet the finalists in School) 

 

 
 

St Andrew’s School is committed to safeguarding and promoting the welfare of children. Applicants must be willing to undergo child 

protection screening appropriate to the post, including checks with past employers and subject to a successful enhanced DBS check with 

the Disclosure and Barring Services. 
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