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Dear Prospective Staff Member,

Thank you very much for showing an interest in joining our 
remarkable team of staff at Stoke College. I am delighted to welcome 
you to our wonderful school and hope that you will be sufficiently 
excited by our vision that you would like to apply for this post.

We place equal emphasis on academic attainment and co-curricular involvement. 

Our overall objective is to help our students develop a passion for life, achieve a healthy 

balance between intellectual growth and personal development, and a commitment

to have a positive impact on both their environment and relationships.

Underpinning this objective is our Mission Statement, I CAN, which very much 

promotes resilience and innovation. Our full Mission Statement is included in this pack. 

Teaching and learning strategies at Stoke draw upon best practice, both nationally and 

internationally, but we also have the courage of conviction to explore new ways of thinking. 

For this reason, we welcome children from all sorts of backgrounds, developing their 

intellect, skills, talents and personalities, to become confident, competent and happy 

young adults. 

An education at Stoke is about embracing opportunities – and we practise what we 

preach! We are not afraid to challenge our students to embrace new ways of learning. 

Nowhere is this more evident than our innovative, technology-led Sixth Form.

Our students work hard to achieve in a competitive world. They also play hard – through 

sport, music, drama, art & design, and a plethora of extra-curricular activities – to develop 

leadership and teamwork skills, humour and integrity, resilience and perseverance.

Resilience, of course, does not mean a lack of empathy. In fact, care and respect are at the 

heart of Stoke. Stoke students look after each other; they bring their skills, competence, 

personal qualities and values to bear positively upon the lives of others, to help their 

classmates, their siblings, their parents and teachers, their future colleagues.

In joining Stoke, you would find yourself part of a very professional, diligent, 

compassionate and fun-loving team of staff, working in a very beautiful environment 

and an exceptionally supportive, collegiate workplace.  Your application will be 

warmly received.

With all good wishes,

Dr Gareth P. Lloyd,

Principal, Stoke College.

Principal’s Welcome
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We offer small class sizes of conscientious students, free staff 

meals and generous fee discounts for the children of our staff, 

both at Stoke College (Years 7-13) and our partner Prep School, 

Barnardiston Hall, situated less than 15 minutes away. 

Our rural location offers staff a tranquil working environment 

within easy travelling distance of Cambridge, Colchester, Bury 

St Edmunds, Newmarket, Sudbury and the smaller towns and 

villages of Essex, Suffolk and Cambridgeshire. 

Situated in 32 acres of historic parkland in a rural 
setting, the school is an idyllic environment, which 
offers our pupils a wonderful start in life. We provide 
an exceptional learning environment where emphasis 
is placed on outstanding teaching and the individual 
progress of all children. The College is a happy, 
welcoming and inclusive school. Our nurturing 
approach places the utmost importance on each 
child achieving their full potential. 

Introduction to Stoke College
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We opened our Sixth Form in 2017 and have gone from an 

initially small cohort to a September 2021 intake of 40-50 

students in Year 12. Our Year 13 leavers have achieved 

places at high-ranking universities including King’s 

College, London and University of Exeter and their success 

will be matched by that of our current Year 13, just our 

third cohort to complete their A Level studies. 

In November 2019 the school was purchased by a board 

of four directors: Mark Wang, Baodong Shi, Josie Gao 

and Sherry Wu. Mark and Baodong are based in China, 

where both own leading secondary schools, while Josie and 

Sherry are UK residents who work in business and law, 

respectively. All four directors are committed to education 

as a force for good in a changing world, and all bring their 

rich experiences as well as their financial support as we 

grow Stoke College even further. 

In September 2021 we will expand our capacity in Years 

7-9, growing to two-form entry (providing for a total of 

30 students per year), making use of the classroom space 

vacated by our junior students who moved to our partner 

school, Barnardiston Hall, in September 2020. We offer 15 

options subjects at GCSE and 18 at A Level, ensuring our 

students have the chance to follow their passions and play 

to their strengths to achieve their best possible results. 

In the last five years we have seen a rapid rise in exam attainment as a result of thoughtful focus 
on teaching and learning, ensuring teachers have the space and skills to inspire our students free 
from the restrictive workload practices that have burdened teachers in so many other schools. 
Our quality assurance practices are rooted in trust and discussion, understanding that different 
subjects have different planning and assessing needs.

Introduction to Stoke College
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This is a truly exciting time to be joining 
Stoke College, with our directors full  
of ambition for our remarkable school.
We very much look forward to meeting 
you and sharing our passion for 
education with you.

We are committed to giving our students an education to remember and as such encourage 
trips and visits and other enrichment activities, alongside a stimulating curriculum that  
makes the most of our campus and history. 

The directors are committed to widening access to high-quality education and as such are funding a cohort of at least 

20 Mark Wang Scholars into Year 12 in September 2021. Open to students from the UK and overseas, the scholarship 

programme will bring the brightest students from a wide range of backgrounds to our Sixth Form. At the same time,  

our 2+2 pathway enables less academic students to study two A Levels alongside the ECDL Level 3 and EPQ, thus 

enabling them to access quality higher education courses.

Introduction to Stoke College
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We Inspire, through: 

• the quality of teaching across a wide ability

range, to encourage curiosity, wonder and 

independent thinking; 

• the quality of curriculum, offering breadth 

and depth;

• the quality of our pastoral care system, ensuring 

every student’s well-being;

• the quality of our co-curriculum, developing 

character and resilience; 

• the beauty of our surroundings, safe and secure.

 We Celebrate:

• whatever achievements are accomplished, whether 

small or big, we celebrate each and every student’s 

uniqueness and their learning journey at

Stoke College; 

• we celebrate our similarities and respect 

our differences.

We Aspire:

• we should all be ambitious to be the best we can, 

do the best we can, and help others to pursue their 

dreams, too;

• we challenge students to fulfil their full potential, 

and as teachers we reflect on best practice to

facilitate this.

We Nurture:

• students to apply the skills they learn in class, and the 

personal qualities they develop outside of formal 

lessons, in a consistent manner, learning good habits, 

to achieve their best and to develop a desire to make 

a positive difference to our school community 

and beyond;

• nurture positive self-image as well as empathy for others, 

to help promote positive and appropriate relationships 

with peers and beyond;

• in our ever-changing and technologically complex 

world, we strive to instil an absolute commitment

to communicate positively and constructively at

all levels, nurturing international mindedness, 

an awareness of and respect for all other cultures, 

to help prepare our students to embrace all of life’s 

opportunities beyond school.

I CAN!

Inspire, Celebrate, Aspire, Nurture

Stoke College Mission Statement
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JOB DESCRIPTION: HEAD OF MARKETING AND 

ADMISSIONS 

 

JOB DETAILS 

 

Job Title:  Head of Marketing and Admissions 

 

Reporting to:  Bursar 

 

Salary:  Competitive – depending on skills and qualification 

 

Contract type:  Full-time, permanent 

 

PURPOSE 

 

This is a senior, non-teaching role at Stoke College and is likely to be part of Senior 

Leadership Team (SLT).  The successful candidate will manage the marketing and admissions 

function and will hold a key ambassadorial role for the School both domestically and 

internationally. The post holder will report directly to the Bursar, while in daily 

communication with the Principal, and will be responsible for maximising the recruitment of 

a full list of pupils, filling all available day and boarding spaces and building a waiting list for 

future years. The postholder will also oversee key areas of the school’s marketing and 

communications, including alumni relations and take on projects focussed on diversifying 

the school’s income.  

  

As Head of Marketing and Admissions, you will be responsible for managing and co-

ordinating all aspects of pupil recruitment.  You will take responsibility for all admissions-

related activities and events in the school: from the first contact with a prospective parent 

through to a fully completed enrolment.  

You will work with our external marketing agency to run strategic marketing campaigns to 

ensure that we are targeting prospective families effectively.  Internally, you will be 

supported by a number of very talented support staff. 

You must be highly computer literate, capable of working with digital tools and have ideally 

MIS (e.g. iSAMs) and Microsoft Office experience.  

 

 

 

 

 



 

RESPONSIBILITIES AND KEY TASKS  

 

1. Pupil recruitment 

 

• Be the primary point of contact for all prospective parents via phone, email and 

website; 

• Manage all enquiries, applications and admissions, communicating regularly with 

parents and providing a first class service; 

• Proactively manage the different stages of the admissions pipeline, ensuring that 

families have a highly personalised experience which reflects the school’s ethos; 

• Maximise awareness of, and applications for, the Mark Wang Scholarships; 

• In liaison with the Senior Deputy Head, oversee all joining and induction processes 

for new pupils; 

• To organise all visits, tours and individual taster days, liaising with the Principal and 

Senior Deputy Head where necessary. 

 

2. Admissions Management 

• Oversee the admissions process from first enquiry to entry; 

• Working with the iSAMs Database Manager, manage and implement efficient and 

effective admissions procedures; 

• Providing a quick and welcoming response to enquiries and requests; 

• Ensure that the iSAMS Database Manager is keeping iSAMs up to date and that all 

iSAMS. records are accurate at all times; 

• Ensure that processes and systems are digitised as much as possible so that the 

admissions pipeline is transparent and effective; 

• Ensure that the school’s admissions practices and procedures are up to date and 

compliant with all relevant regulations; 

• To produce regular analysis and reports to SLT and the Directors on pupil roll and 

forecasting. 

 

3. International Recruitment 

 

• To provide a first-class service to international agents and families, responding 

quickly and efficiently; 

• To promote the school internationally, organising and attending seminars, 

exhibitions and other events; 

• To understand different international markets and provide a personalised service to 

each market; 

• To work with SLT to input on and promote short term courses, EAL provision and 

holiday camps internationally. 

 

 

 

 

 

 

 



 

4. Marketing and PR 

 

• To develop and implement the school’s marketing strategy in liaison with the 

Principal and Bursar; 

• To work with the school’s external marketing agency on creative strategy, visual 

identity, booking advertising campaigns, SEO and PPC campaign, PR, print 

production, multimedia content and other areas of support as deemed fit; 

• To work with the Senior Deputy Head on larger recruitment events, including the 

open mornings, evening seminars, group taster days and virtual coffee mornings; 

• To manage the school’s digital channels (website and social media), creating 

engaging and interactive content and manage other communications such as the 

fortnightly newsletter; 

• Attend external recruitment events on behalf of the school alongside or instead of 

the Principal and Senior Deputy Head; 

• To oversee the website, making copy amends and ensuring it is up to date, in liaison 

with our external web designer; 

• To run and manage community events; 

• To liaise with the school’s freelance photographer; 

• To manage the relationship with feeder schools. 

 

5. Old Stokians 

 

• To support and guide the Old Stokians’ Society, together with the Principal and 

Bursar. 

 

6. Income Generating Projects 

 

• To work with the Principal and Bursar to identify potential areas for Stoke College to 

diversity its income profile.  This could include, but is not limited to, commercial 

events on site, international study programmes and online learning. 
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Training, Qualifications and Experience 

Degree qualified   A, D 

At least five years’ experience in a high level, customer-facing, sales role or 

marketing role 
  A, I 

Experience working in a school admissions or marketing role   A, I 

Events management experience   A, I 

Experience running marketing campaigns   A, I, T 

Experience creating simple multimedia content for digital media   A, I 

Experience using design software such as Canva or Indesign   A, I, T 

Familiar with the Independent School’s Inspectorate requirements   A, I 

Knowledge and Skills 

In-depth understanding of independent schools’ admission processes   A, I 

In-depth understanding of the independent schools market   A, I 

Confident using digital tools, in particular social media schedulers and website 

CRMs 
  A, I 

Confident using MISs, ideally iSAMS   A, I 

Highly competent in Microsoft Office, and in particular using Excel for reporting 

on data 
  A, T 

Knowledge of, and empathy with, the independent school sector   A, I 

Personal and professional Attributes 

A strategic thinker, planning effective and creative marketing events and 

strategies that will result in successful admissions. 
  I 

A team player, a good listener, observant, energetic and a warm, clear 

communicator.   
  I 

You will have a proven track record of success in the areas of marketing and pupil 

recruitment. 
  A, I 

Outstanding organisational and administrative skills   I 

Excellent written skills   A, T 

Ability to make decisions, identify and solve problems on thorough analysis and 

sound judgement 
  I 

Able to engage proactively and confidently with a wide range of audiences   I 

Punctual, reliable and trustworthy   I 

A good sense of humour and ‘can-do’ attitude   I 

 

* Form of assessments: (A) Application; (D) Documents/Certificates; (I) Interview; (T) Tests  

 



 
APPLICATION PROCESS 

The School is committed to safeguarding and promoting the welfare of children. 

All applicants must be prepared to undergo appropriate child protection screening, including checks with past 

employers and the Disclosure and Barring Service. Stoke College is an equal opportunities employer. Reference will be 

required and any relevant issues arising from such will be taken up at interview or a suitable point during the process. 

Candidates who have a disability or any other special requirements should let the school know if there are any 

reasonable adjustments they would like the school to makes as part of this recruitment process. 

To apply for this role you must complete the Schools application form which can be found on our website: 

https://www.stokecollege.co.uk/jobs-careers/ 

The School reserves the right to monitor applications and conduct interviews ahead of the proposed interview date 

should the need arise. 

The application form should be accompanied by a cover letter, addressed to the Bursar, setting out your suitability for 

the role which must not exceed 2 sides of A4. In the application form and cover letter, you should demonstrate you 

meet the requirements set out in the Person Specification.  Please provide specific examples where possible. 

Closing date 

Applications must be submitted to Mrs. Caroline Paxton (Principal’s PA) no later than Midday on Monday, 22nd March 

2021 at c.paxton@stokecollege.co.uk  

Shortlisting 

Shortlisting will be finalised on Wednesday 24 March 2021. Shortlisted applicants will be invited by email to attend 

for interview. Please make sure you have clearly indicated day and evening telephone numbers on which you can be 

reached as well as an email address. References will be taken up after shortlisting. 

Interviews 

Interviews will be held on Tuesday 30 March. Applicants will also be asked to undertake a practical test related to the 

knowledge and abilities in the Person Specification.  Applicants are advised to make a note of this date. 

Feedback 

Unsuccessful shortlisted applicants will have the opportunity for professional feedback during the week following the 

interviews. 

Commencement of employment 

The successful applicant will take up the post on Monday 12 April or as soon as possible and once all the necessary 

checks have been successful completed. 

Terms and Conditions  

 

This post is a full-time, non-academic post and the successful candidate will be eligible to receive benefits of non-

teaching staff at the School, including 50% remission of school fees for eligible children following successful probation 

period; 

The annual holiday entitlement is 25 days plus recognised Public Holidays, with a degree of flexibility in the school 

holidays; 

Working hours will be 37.5 hours per week, 9am to 5.30pm, Monday to Friday.   

https://www.stokecollege.co.uk/jobs-careers/
mailto:c.paxton@stokecollege.co.uk

