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Welcome 
 

 
Thank you for your interest in working at Wellington School. We are committed to equipping our children 
with everything they need to thrive in a complex and challenging world and our educational philosophy is 
built on three central pillars: building outstanding relationships, pursuing excellence in everything we do 
and a deep love of learning.  
 
We hold dear values such as kindness, empathy, honesty and courtesy and we work together to be the very 

best we can be in every setting. We aim high and have high expectations of our students, but we support one 

another in achieving our goals and we celebrate our culture of learning, in all its settings and forms. 

Based in the town of Wellington, Wellington School was founded in 1837 and has been a central feature of 

the town ever since. Located in beautiful Somerset, we are in easy reach of beaches and beautiful 

countryside, yet also close to cities such Exeter, Bath, Bristol and London.  

Wellington is a 3-18 co-educational school, with a vibrant and dynamic boarding community. We welcome 

girls and boys from both near and far, and children from over 20 countries from around the world ensure 

that we all benefit from a rich and culturally diverse student body. We are a member of HMC and have 620 

students in the Senior School and 200 students in our Prep, with which we share our site. Applications to join 

Wellington have never been stronger. 

 

 

“My child thanks me every day for sending her to Wellington - she says it is the perfect school” 
                                                                                                                                         Current parent 

 

“Parents like the values the school imbues: ‘respect’, politeness’, ‘have a go, try your best’; it’s okay if you 
make mistakes”  
                                                                                                                                           Current parent 



Working at Wellington  
 
All staff play an active role in supporting the academic, pastoral and co-curricular strands of school life to 
meet the strategic objectives of the School. In line with the three pillars underpinning our educational 
philosophy, we look to our staff to proactively support our students as they grow into young adults.  
 
Whether in the classroom or in a co-curricular setting, we want staff at Wellington to build outstanding 
relationships with students and help them to be the best they can be. We have high expectations of students 
but staff work hard in offering them all the support they need to reach them. We are committed to supporting 
the professional development of our staff.  
 
Wellington benefits from an outstanding estate and excellent facilities, both of which allow us to provide a 

broad co-curricular programme. Drama flourishes and we have two bespoke theatre spaces, music and choral 

singing thrives in both our Music School and the Chapel, success in a wide variety of sports is facilitated by 

our very well-maintained grounds and our setting sees both the CCF and Duke of Edinburgh Scheme enjoying 

significant success. There really is something for everyone at Wellington School.  

 

 

 

 

 

The relationship with the staff is perfectly balanced: it's formal enough to encourage you to aim high, yet 
sufficiently relaxed so that you enjoy each subject. 
                                                                                                                                               Current student 

 



The Post: Admissions Assistant 

On the promotion of Rachel Debenham to Director of Development, we are looking to appoint an 

inspirational new Admissions Assistant. The successful applicant will work closely with the admissions, 

marketing and development teams in driving forward admissions across the whole school.  

As a key public face for Wellington School, the ideal candidate will be a highly motivated, proactive individual 

with exceptional communication skills. They will play a key role in co-ordinating the cyclical admissions 

process, alongside shaping and developing innovative ideas and strategies for attracting new families to join 

Wellington. 

 

 
 
Specific areas of responsibility include:  
 

• To be responsible for the administration of applications to Wellington School and all aspects of the 
admission process.  

• To work with feeder schools and the Heads of Section in the management of transition, including 
between the Senior and Prep Schools  

• To gather and interpret of admissions and development data. 

• To develop and sustain excellent working relationships with overseas agents. 

• To act as contact for parents and agents of applicants. 

• To work closely with the Level 1 User, to ensure the School meets all regulatory requirements set down 
by the UKBA to meet Highly Trusted Sponsor status; and ensure relations with agents are transparent 
and legal.  

• To provide information for visa applications. 

• To support the Development team with attendance and organisation of events 
 

 
 
 

“The whole Sixth Form experience is a privilege. There is a mutual respect between students and staff 
with a focus on our work that makes learning more inspiring” 
                                                                                                                                   Current Sixth Form student 

 

 



The key tasks of the role are:  

• Provide accurate reporting of admissions and development data to ensure that admissions targets are 
met and to inform the future admissions strategy of the School. 

 

• Provide a courteous, professional and knowledgeable point of contact for anyone contacting the School, 
or for any enquiries made by member of the school community.   

 

• Assist with all points of entry to Wellington School and ensure that all aspects of registration are 
completed and candidate’s details are entered accurately into the relevant database.  

 

• To be prepared to act as a Level 2 user, preparing Tier 4 CAS for each International student and, on 
occasions, be prepared to act as a Level 1 user.  

 

• To be responsible for the organisation of tours of the School, utilising appropriate staff and pupils.  
 

• Involvement in other promotional events for prospective pupils and feeder schools.  
 

• Organise interview timetables for applicants; acquire candidate’s references; administer testing and 
communicate decisions to parents and feeder schools.  

 

• Ensure all new admissions enquiries are acknowledged appropriately within 24 hours of receipt. 
 

• Support the marketing team in the creation of promotional material and prospectuses and in updating 
the website.  

 

• Liaise regularly with the Finance Department on bursary applications, scholarships, fees and deposits, 
ensuring a constant flow of information. 

 

• Work effectively and harmoniously within a team, including providing support for the Prep School and 
Development as required. 

 

• To be responsible for the transfer of information from Admissions to the appropriate academic and/or 
pastoral staff to facilitate entry.  

 

• To co-ordinate the distribution of joining information to parents; update the iSAMS database and assist 
in the organisation of New Parents’ evenings.  

 

• To create and maintain good working relationships with the Heads of Section and boarding house staff. 
 

• Support the scholarship application and allocation process in conjunction with appropriate members of 
staff. 

 

Required Skills & Experience: 

The successful candidate’s personal and professional skill-set will incorporate most of the following: 

• Excellent interpersonal and presentation skills. 

• The ability to communicate confidently with parents, pupils, colleagues and feeder school staff.  

• Flexible and adaptable attitude, self-motivated, results orientated, able to achieve tangible results and 
outcomes. 

• Friendly, approachable and knowledgeable telephone manner.  



• Excellent problem-solving skills and a solution-oriented mindset 

• Excellent verbal and written English.  

• Great attention to detail. 

• Enthusiastic and diplomatic persona.  

• The ability to work as part of a team as well as independently.  

• Proficient in the use of IT; experience of management information systems is strongly desirable. Strong 
data manipulation skills.  

• Excellent time management and an ability to work under pressure and to deadlines 
 
Travel (both nationally & internationally) and the ability to work some evenings and Saturdays will be 

required in order to fulfil the requirements of the role. 

 
Terms 

• Full time, 52 weeks a year 

• Wellington offers a competitive salary, which will be discussed at interview or on appointment. 

• Workplace Pension 

• Fee remission of 25% (pro rata for part time staff) for children who attend Wellington School 

• Free school lunches and onsite parking 

• A commitment by the School to your professional development 
 
Reports to: Rachel Debenham – Director of Development 
 
Application process: Please apply online via the School’s website as soon as possible 
(https://www.wellington-school.org.uk/senior/information/job-vacancies/support-vacancies), and by no 
later than 30th April. Interviews will be held during the week commencing 10th May. Please contact Emily 
Weiss, Director of Human Resources, if you have any queries about the role or the application process 
(hr@wellington-school.org.uk)  
 

Post holders must be committed to safeguarding and promoting student welfare. They will be subject to an 
enhanced DBS and Child Protection checks. We are an equal opportunities employer. 

 

 

https://www.wellington-school.org.uk/senior/information/job-vacancies/support-vacancies
mailto:hr@wellington-school.org.uk

