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Welcome to 
Oakham School 

 
 
 

The world is experiencing a significantly increasing rate 
of change. Technological innovation and changing patterns 
of work and communication mean that those entering 
education today will require new skills and aptitudes to 
succeed. Many of these extend beyond those taught in 
individual subjects and an exceptional education must 
emphasis inter-disciplinary abilities. 

 
At Oakham we are anticipating and responding to these new realities across all facets of 
the School so that current and future generations of our students can thrive in their 
adult life and contribute to the communities in which they live. 

 
In order to achieve this vision, we have developed six key strategic objectives. They 
guide our thinking and planning as we prepare our students to be successful, active, and 
lifelong learners, equipped with the skills and habits of mind to thrive in the twenty-first 
century. 

 
 
 
 
 

 

Professor Neil Gorman 

Chair of Trustees 

 
 
 
 
 

Our Strategic Objectives: 
 

1. To adapt the Oakham curriculum to foster greater inter- 
disciplinary learning and the application of knowledge, and to 
consolidate the skills and habits necessary for success in the 
twenty-first century. 

 
2. To ensure that pastoral care afforded to both pupils and staff 

effectively supports the school’s long-term values and addresses 
evolving needs, whilst supporting the personal and educational 
development of our students throughout their time at Oakham. 

 
3. To collaborate actively with external parties – both within and 

outside the field of education – to establish Oakham as a 
recognised hub of educational excellence, innovation and good 
practice, initially through the establishment of an Oakham 
Group. 

 
 

4. To communicate the School’s evolving educational 
provision as effectively as possible to current and 
prospective stakeholders – pupils, parents and    staff. 

 
5. To enable access to the school curriculum to those who could 

not otherwise afford to come here, and to look to share 
expertise and resources to extend the public benefit we provide. 

 
6. To secure our ability to invest in the School’s educational and 

pastoral provision, in line with our strategic vision, and to 
improve the School’s infrastructure in ways that support those 
aims. 
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Message from the Headmaster, 
Mr Henry Price 
 
Thank you for considering this role of Director of Admissions at Oakham School.  
 
This is an exciting opportunity, at an important time for the School, to play a key role in building on Oakham’s 
reputation as one of the country’s leading independent schools.  
 
The successful candidate will work closely with me, the Leadership Team and staff across the School in ensuring a 
proactive, personal and professional approach to pupil recruitment.  
 
We are looking for someone who will not only bring high levels of professionalism, but also a willingness to understand 
and enjoy the busy and rewarding life of a co-educational day and boarding school. .  
 
If you have any questions, or would like an informal discussion, please do get in touch with us via Mrs Diane Harvey 
 on 01572 758800. 
 
We look forward to receiving your application.  
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About Oakham 
Oakham School was founded by Archdeacon Johnson in 1584 
and is now one of the largest co-educational Boarding and Day 
Schools in the country. It has over 1,000 pupils ranging in age 
from 10–18  years, of whom 50% are boarders, accommodated 
in 10 Boarding Houses and 6 Day Houses. 

Learning at Oakham 
All pupils at Oakham have the opportunity to learn where their 
strengths and passions lie and to explore the opportunities 
ahead of them. The School offers the choice of the IB Diploma 
and A-levels, supplemented by the Pre-U and BTEC, for Sixth 
Form pupils, and GCSEs and IGCSEs in the Middle School. Pupils 
are taught how to learn for themselves so that they will be 
equipped with the tools for being successful citizens in 2030. 

Oakham’s excellent teaching and highly motivated pupils deliver 
consistently impressive results. 

There are 26 subjects on offer at A-level, including Business, 
Classical Civilisation, Economics, PE and Politics, and the School 
has offered the IB Diploma since 2000. 

In 2020, at GCSE level, over 60% of all examinations were 
awarded grade 9-7 (A*-A). The A-level results were equally 
impressive, with 55% of all exams awarded A*/A. Pupils 
achieved an average IB Diploma point score of 36.7, with 27% 
of pupils gaining 40 points or more.  

Oakhamians move on to a wide range of excellent university 
destinations both across the UK and overseas. 

Pupils also benefit from exceptional learning resources: well-
equipped classrooms, a university-standard library, state-of-
the-art Science and Design Technology facilities, 40 acres of 
outstanding sports pitches and a theatre and art gallery. The  

newly built Faculty of Social Sciences and proposed extensions to the 
Music and Drama facilities reflect Oakham’s ongoing commitment to 
providing the very best learning environment for students. 

Life at Oakham 
Oakham is a caring community where pupils learn how to be 
independent, thoughtful and responsible young adults who are 
ready to take on the challenges of life beyond School. 

The comprehensive structure of pastoral care, at the heart of 
which is the supportive House system, is designed to provide 
support tailored to the age of pupils at every stage of their 
Oakham journey. 

In the Lower School, pupils join one of the four Lower School 
Houses that are situated on the separate Jerwoods campus. At 13, 
pupils join one of ten Middle School Houses in the heart of the 
School. In Form 7, their final year, girls move to Round House and 
boys to School House, where they experience a more university- 
oriented lifestyle. Every pupil at Oakham, whether boarding or 
day, belongs to a House, with an even split of eight girls’ Houses 
and eight boys’ Houses. Each House has a distinctive personality 
and there is a healthy level of enjoyable competition between 
them; playing for ‘House Pride’ and showing ‘House Spirit’ are 
familiar mantras that all pupils use. 

Each pupil also has his or her own tutor, who works closely with 
Housemasters/Housemistresses and parents to help their tutees 
fulfil personal goals, develop strategies to manage their busy lives 
and feel both academically and socially stimulated. Small tutorial 
groups and regular tutorial meetings enable tutors to get to know 
their tutees very well. Tutors organise informal activities with their 
tutor groups to strengthen further the tutor-tutee relationship



 

The Role 

 

The new and exciting full-time role of Director of 
Admissions is a demanding and wide-ranging senior post 
requiring a proactive and outgoing approach. The role 
holder will be a member of Oakham School’s Leadership 
Team and will be responsible for the leadership and 
management of the Admissions Office.  

The successful candidate will lead the Admissions Office 
and have a key ambassadorial role for the School. The role 
holder will work closely with the Director of External 
Relations to maximise the recruitment of a full list of pupils 
for entry each September, filling all available spaces in 
Houses and building a waiting list for future years. The role 
will combine both strategic and operational aspects and an 
important element of the role will be the ongoing 
development of the Admissions processes to streamline 
efficiency and respond to market changes. 

The vacancy arises as a result of the retirement of the 
School’s current Registrar, Nigel Paddock, in Summer 2021, 
after a total of 23 years’ outstanding and exceptional 
service, including the last 10 years in the role as Registrar. 
The appointment will be made by the Headmaster with 
the support from other members of the School’s 
Leadership Team. 

 

Immediate line manager:  Headmaster 

Designation and grade of any staff currently line 
managed by the post holder: Assistant Registrar; 
Admissions Secretary x 2.  

Job purpose:  

• To provide inspirational leadership and effective 
management of the Admissions Team. 

• To work alongside the Marketing function (under the 
Director of External Relations remit) to oversee and drive 
Admissions across the School.  

• To ensure Oakham School successfully recruits to its full 
capacity with the right mix of pupils across all year groups. 

• Foster a recruitment mind-set across the School. 

Principal duties and responsibilities:  

• The role will encompass all of the following duties. The 
exact duties and responsibilities and balance of workload 
will be determined in discussion with the Headmaster. 

 

Recruitment 

• Devise, in close liaison with the Director of External 
Relations, and agree with the Headmaster a School 
Admissions Strategy and an annual plan for recruitment 
activity.  

• Manage and implement efficient and effective admissions 
procedures; provide a quick and welcoming response to 
enquiries concerning pupils’ admissions. 

• Oversee the whole admissions process from first enquiry 
to entry, ensuring that all correspondence, 
communications and meetings with prospective parents 
and pupils reflect the high quality of the School’s all-round 
educational provision and its fundamental interest in the 
individual. 

• Oversee the interview process for all prospective pupils 
and ensure that all assessments are carried out effectively. 

• Oversee the production of the weekly programme of visits, 
interviews and tests. 

• Conduct online interviews with students who are not able 
to visit. 

• Oversee the preparation of information sent to joining 
parents. 

• Work with HMs to establish the availability of spaces in 
Houses and on the selection of suitable pupils to fill them. 

• Organise and attend recruitment events (including feeder 
schools and agents) both in the UK and overseas, working 
alongside the Director of External Relations. 

• Work closely with the Director of External Relations to 
maintain the balance of entrants and to ensure a diverse 
mix of nationalities.  

• Liaise directly with the Learning Support and EAL 
Departments over assessment and admissions process for 
those with SPLD or other special needs. 

• Liaise with the Deputy Head (Academic) on examination 
and assessment design and the communication of 
examination processes to prep schools and parents. 

• Act as the central co-ordinator for all Admissions’ activity, 
ensuring alignment between entry to the Lower, Middle 
and Upper School, with appropriate balance of day and 
boarding. 

• Be the primary point of contact for all feeder schools and 
visit our top tier and targeted new prep schools to 
maintain good working relations and understanding of 
Oakham School. 

• Work with the Director of External Relations in arranging 
and attending linking visits with Prep Schools and feeder 
schools including dinners, events, lectures, tours, 
sport/refereeing, music, drama and competition 
adjudications, involving members of Common Room 
where appropriate. 

• Encourage links between Prep Schools and key members 
of Oakham’s community e.g. Directors of Sport, Music and 
Drama. 

• Be the primary contact for all local schools without Sixth 
Forms.  

• Work with the Director of External Relations in organising 
and attending Open Days. 

• Manage the Admissions Team to deliver the 
implementation of recruitment activities (event planning, 
administration of invitations, coordination of internal staff, 



 

catering arrangements, post event evaluation and 
attendee follow up programme).  

• Regular monitoring and review of all admissions 
correspondence including response to initial enquiry, visit 
correspondence, arrangement and follow up, contact with 
feeder schools, calls for deposits, entry examination 
correspondence, offer letter, rejection letter and the 
production and coordination of joining packs for new 
pupils. 

• Arrange visits and tours for parents of prospective pupils 
and other visitors to look around the School and ensure 
appropriate follow up takes place.  

• Capture, document and utilise feedback from visits and 
tours from parents, visitors and staff involved.  

• Maintain good working relationships with established 
educational agents and identify new agents in target 
markets. 

 

Planning 

• Monitor current and future school roll numbers, keeping 
the Headmaster and the Chief Operating Officer informed 
on a regular basis regarding the status of application 
numbers, and present to Trustees when appropriate.  

• Liaise with the Finance Bursar to produce financial models 
based on projections for pupil numbers and provide 
updates of any changes. 

• Ensure that the School achieves the target growth and 
retention numbers in line with the annual budget. 

• Manage the Admissions budget, in close liaison with the 
Director of External Relations, to ensure that the return of 
investment in admissions and marketing activities is 
meaningful and effective. 

• Organise the various scholarship and entrance 
programmes across year groups. 

• Work with the Director of External Relations to monitor 
boarding, weekly boarding and day markets and to 
develop the marketing strategy for each different 
constituency. 

 

Admissions Events 

• Ensure that all relevant material is sent to prospective 
parents and feeder school Heads regarding events. 

• Attend all events. 

• Speak as required by the Headmaster, on the admissions 
process at Open Days, Open Mornings, or other 
appropriate pupil recruitment events. 

• Assist senior staff in the interviews of student guides and 
instruct guides as required on procedures. 

 

Relationship Building 

• Build relationships with feeder schools and agents in the 
UK and abroad. 

• Build relationships with HMs and key academic and 
support staff. 

• Work with the Director of External Relations in attending 
trade fairs and events in the UK and abroad. 

• Provide advice to parents on the scholarship and bursary 
process. 

• Oversee the flow of information to Prep Schools about 
Oakham School. 

• Contribute to and take a lead on Admissions projects, in 
conjunction with Marketing, as they arise.  

• Show proactive leadership of the Admissions team and 
foster a spirit of teamwork. 

• In conjunction with the Deputy Head (Academic) and 
Heads of Sections, provide advice to parents and pupils, at 
the time of recruitment, on subject choices, curriculum 
challenges, co-curricular opportunities and life at Oakham 
School. 

• Ensure that every member of staff in school is aware of 
their role in attracting, converting and retaining students 
and is actively and appropriately engaged in all three 
activities. 

 
  



 

 

General Admissions Process 

• Develop the admission process and accompanying follow-
up relationship management practices to ensure that 
families are nurtured from enquiry through to registration, 
assessment, offer and joining. 

• Ensure the admissions process is a well-managed, personal 
and positive experience for pupils, parents and guardians, 
maximising opportunities to positively influence decision 
making throughout the admissions process. 

• Review and develop admissions procedures regularly after 
monitoring the results and effectiveness of all activities. 

• Coach the Admissions Team to achieve strong 
relationships with prospective parents and guardians; 
develop and maintain first class standards of service, 
customer experience and engagement, communication, 
data capture and promotional events. 

• Maintain relevant records and statistics (on iSAMS, My 
School Portal, Open Apply), and generating all 
correspondence, on all enquiries, prospectus requests, 
registrations and applications. 

• Remain informed about the market and competition. 

• Meet prospective parents and their children to discuss 
matters pertaining to their admission. 

 

Communicating, Reporting and Compliance 

• Monitor and forecast pupil numbers for budgeting 
purposes. 

• Present admissions information to the Headmaster and 
other stakeholders on a regular basis. 

• Keep the Leadership Teams, the Bursary, Deputy Head 
(Academic) and Heads of Sections, HMs and Learning 
Support informed on a regular basis about Admissions 
progress. 

• Work closely with the Director of External Relations to 
promote a ‘marketing and admissions mind-set’ amongst 
stakeholders and all across the School. 

• Responsibility for student visa compliance. 

 

 

 

 

 

 

Success Criteria 

• Increase in total pupil enrolments. 

• Increase conversion of new pupil enrolment. 

• Generate increased enquiries. 

• Increased parent satisfaction. 

 

• Any other duty which may be reasonably requested by the 
Headmaster. 

• Saturday working as required.  

• All staff are expected to comply with the School’s Health 
and Safety policies in the performance of their duties.  

•  



 

Person Specification 
Criteria Essential 

Knowledge and Understanding • An excellent knowledge of, and empathy with, the independent school sector (at senior 
and/or prep school level) and a commitment to education. 

• Knowledge of maintaining a School’s (or similar) Admissions Database. 

• Understands and is able to build strong customer advocacy and repeat family loyalty 
and retention. 

• Commercially aware and results driven with good business acumen. 
• Clear understanding of the importance of effective safeguarding. 

Experience • Experience of admissions and managing relationships (e.g parents) in an educational 
setting with demonstrated success.  

• Proven experience of assessing a range of capabilities and potential of young people 
aged 10-18 years.  

• Experience in monitoring competitor market activity.  

• Experience in using digital and social media trends and tools to influence the pupil life 
cycle.  

• Experience of high level networking to build creative and mutually beneficial 
relationships that positively impact on the Admissions process.  

Skills • Excellent leadership, motivational and development skills.  

• Excellent line management skills.  

• Excellent analytical skills and proven record of using data and research to support 
initiatives undertaken.  

• Excellent administrative and organisational skills with good attention to detail and a 
flexible approach. 

• Excellent IT skills. 

• Excellent communication skills both oral and written to a wide range of audiences. 

• Ability to build strong relationships with internal and external stakeholders including 
staff, parents, pupils, prospective pupils and visitors.  

• Ability to engage proactively and confidently with a wide range of audiences. 

• Ability to build, manage, motivate and inspire a high performing team.  

• Ability to set high standards and be able to deliver against deadlines and targets. 

• Ability to be proactive and able to prompt others to ensure deliver against deadlines 
and targets. 

• Ability to analyse and evaluate Admissions data, market information and competitor 
activity. 

• Ability to maintain the School’s Admissions Database, keeping it up to date, ensuring 
that all enquiries/records of prospective pupils and registrations are entered into the 
database. 

• To maintain up to date leavers information for the information of the Headmaster and 
School’s Leadership Team. 

• Ability to remain calm working under pressure.  

• A strong sense of the ‘other’ and an ability to empathise. 

• High level of integrity.  

 

Qualifications 

 

• Degree or equivalent. 

 



 

Life in Oakham 
and Rutland 

 
 

 

Oakham is a thriving market town with a 
population of around 11,000. Rutland is the 
UK’s smallest county and is a beautiful part 
of the country – a hidden jewel set within 
rolling 
countryside traditionally used for hunting. 
Rutland Water with its many tourist attractions 
is on our doorstep and the surrounding villages 
are full of quintessentially English charm. 

Oakham’s excellent road and rail links mean that London (1 ½ 
hours), Birmingham (1 ½ hours) and Cambridge (1 hour) are all 
within easy reach, whilst locals are spoilt for choice between 
Leicester (30 minutes), Peterborough (30 minutes) and 
Nottingham (50 minutes) for their nearest cities to visit. 

 
The town has a twice-weekly open air market, a monthly 
farmer’s market, and a wide range of specialist shops, which 
include a number of family owned businesses of which two 
are butchers, one is a baker, and two are delicatessens. 

Normanton Church 

 
Oakham’s 12th century castle benefited recently from extensive 
refurbishment thanks to a £2.1 Million Heritage Lottery Fund Grant 
and now offers a varied programme of events in addition to its 
improved facilities. 

 
The town’s other attractions include the Rutland County Museum, 
many places to eat and drink serving locally sourced food and 
Oakham’s famous Grainstore beer, and several highly popular local 
sports clubs (rugby, football, cricket, tennis) not to mention the 
town’s leisure centre. 

 
Oakham is well served by primary schools – four state and one 
independent. At secondary level there is a highly regarded 11–16 
community college and a sixth form academy that Oakham School 
helped to establish. 

 
The town is currently undergoing a period of significant expansion 
with several substantial new housing developments under 
construction. For full details of current house prices go to 
www.rightmove.co.uk. 

http://www.rightmove.co.uk/


 

 
 
 
 
 
 

 
 
 
 
 
 
 

 
 
 
 

 
Application and 

Interviews 
Making an application 
Candidates who wish to apply for this post should send an 
application form and CV along with a covering letter addressed 
to Henry Price, Headmaster to: 

 
Mrs Diane Harvey 
Headmaster’s PA  
Oakham School  
Chapel Close 
Market Place 
Oakham 
Rutland 
LE15 6DT 

 
Either by post to the address above or email: 
recruitment@oakham.rutland.sch.uk  
 
The closing date for applications is Wednesday 31 March 
(5:00pm). First Stage Interviews will be held during week 
commencing 12 April. Final interviews will be held week 
commencing 19 April.  

Under current legislation, we are required to advise applicants that this 
appointment will be subject to a satisfactory Enhanced Disclosure with 
the Disclosure & Barring Service. Details of any criminal record (spent 
or unspent, due to exemption from the Rehabilitation of Offenders Act 
1974) must be disclosed at interview. Only relevant convictions and 
other information will be taken into account so disclosure need not 
necessarily be a bar to obtaining a position at Oakham School. 

 
 

Information 
Salary and Professional Development 

Oakham operates its own competitive salary structure, and 
the school is keen to recruit and retain high quality staff.  
 
Fee remission 
Fee remission for children in the school in accordance with the 
staff fee remission policy. 
 
Pension Scheme  
Flexible Retirement Plan run by tpt solutions (formerly The 
Pensions Trust): the School will double match the employee’s 
contribution up to 10%. Linked Death in Service Benefit is 4 x 
salary. 
 
Accommodation 
Accommodation may be available for the right candidate. 
 
Health Care Cashplan 
Option to join Health Care Cashplan with ‘simplyhealth’ paid for 
by the School.  
 
Lunches 
Free lunches available during term time in the school dining room 
for staff with a contractual lunch break.  
 
 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Oakham School 
Chapel Close, 
Oakham, 
Rutland 
LE15 6DT 

Tel: +44 (0)1572 758500 
oakham.rutland.sch.uk 
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