
Registrar

For September 2021

The Position
As the first point of contact for prospective parents and pupils for both the Junior and Senior
School,  the role of Registrar is a vital ambassador for the school and its values. The post
holder will lead an efficient and welcoming admissions service while keeping accurate and
thorough records, and providing admissions advice and guidance to all prospective parents.
The Registrar will support the Headmistress in ensuring that the target for the number of
pupils on roll for each academic year is achieved and maintained throughout the year, while
keeping a healthy waiting list.

Applications
Applications are to be made via the school website
https://www.channing.co.uk/staff-vacancies/ or via TES.com. A CV will not be accepted in
place of the completed application form.  Incomplete application forms will be returned to
the applicant where the deadline for completed application forms has not passed.  If you have
difficulties submitting your application form please email recruitment@channing.co.uk.

Deadline for applications: 9am on Thursday 13 May 2021

Interviews: Thursday 27 May 2021

https://www.channing.co.uk/staff-vacancies/
mailto:recruitment@channing.co.uk


Salary & Benefits

● Competitive salary between £40-£45,000 per annum, dependent on qualifications and
experience

● The successful candidate will be entitled to 30 days paid holiday inclusive of bank
holidays

● The School will enrol you from the first day of your employment in a
non-contributory pension scheme with the School contributing the equivalent of 10%
of your salary on a monthly basis.

● A free lunch is provided in the Staff Coffee Room.
● Use of School sports facilities when available.
● Annual Flu Vaccination
● Employee Assistance Programme provided by Education Support
● Training and development opportunities available.

Channing School is committed to safeguarding and promoting the welfare of children and
young people and expects all staff and volunteers to share this commitment. To assist in this,
the school follows a formal recruitment procedure for the employment of all staff which
adheres to the recommendations of the Department for Education (DfE) in ‘Safeguarding
Children and Safer Recruitment in Education’ and the school’s Child Protection Policy. A
copy of this procedure is available on request.

Subject to statutory provisions, no applicant will be treated less favourably than another on
the grounds of a protected characteristic. Ability to perform the job will be the primary
consideration.



Job Description: Registrar

Job Title: Registrar

Job Purpose: As the first point of contact for prospective parents and pupils for
both the Junior and Senior School, the role of Registrar is a vital
ambassador for the school and its values. The post holder will lead an
efficient and welcoming admissions service while keeping accurate and
thorough records, and providing admissions advice and guidance to all
prospective parents.  The Registrar will support the Headmistress in
ensuring that the target for the number of pupils on roll for each
academic year is achieved and maintained throughout the year, while
keeping a healthy waiting list.

Hours: Averaging 37.5 hours per week across the year, full time.  During term
time core hours should be worked in school but this role is suitable
for some home working.

Hours of work will be arranged with the line manager for the proper
performance of the role, and flexibility in hours worked will be
required to account for peaks at certain times. Hours will require
some evening and weekend commitments to support events for
prospective and new parents.

Reporting Line: Director of Communications and Development. Close liaison is
required with the Headmistress, Bursar and Head of the Junior School.

Management
responsibility for: Deputy Registrar (part-time)

Main duties and responsibilities:

General Responsibilities

a. Articulate the School’s offer and ethos in an informed, authoritative and authentic
manner to influence decision makers at all levels of entry

b. Oversee and help convert a constant turnaround of expressions of interest,
applications and tours throughout the year into acceptances of places at the school

c. Demonstrate business acumen in relation to student recruitment and to have a
strong working knowledge of the schools’ policies on Scholarships and Bursaries and
the setting and levels of fees and charges.  The postholder should also have an
awareness of the school’s broader strategic and charitable objectives.



Admissions Enquiries

a. Manage the admissions process for 4+, 11+ 16+ and chance vacancies, taking overall
responsibility for all admissions enquiries from the first contact with a prospective
parent through to the student joining the School

b. Manage all applications including requesting reference requests, publishing assessment
results to parents and Feeder Heads, wait lists, acceptances and induction events

c. Maintain Chance Vacancy Lists for all year groups, notifying applicants when vacancies
arise

Admissions Assessments

a. Manage the 4+ assessment schedules, the 11+ entrance exam processes and chance
vacancy assessments

b. Attend London Consortium Meetings for Registrars to coordinate the process for 4+
and 11+ admissions

c. Manage the academic scholarship exams and to coordinate music scholarship
auditions process and the art scholarship process with the relevant Head of
Department

d. Ensure candidates who are entitled to do so receive all relevant Access
Arrangements for their entrance exam or assessments

e. Verify GCSE results for all 16+ applicants
f. Ensure that the most up to date policies for admissions, scholarships and bursaries

are available on the website and in publications
g. To liaise with the Bursar/Bursar’s Assistant regarding Bursaries and to ensure that

confidentiality is maintained at all times

Marketing & Events

a. Maintain and develop a calendar of events throughout the year to ensure prospective
parents and pupils are encouraged to visit the School and register for admission

b. With the Director of Marketing and other members of the Senior Leadership Team,
manage the planning, preparation and execution of key admissions related events,
including open days

c. Provide management information and analysis to the Senior Leadership Team on
application numbers in order to inform the school’s recruitment strategy

d. Build and maintain excellent relationships with feeder schools and nurseries.  Liaise
with them regarding the entrance process and represent the school at feeder school
information events as required.

e. Liaise with the Marketing Director to ensure that accurate and up to date admissions
information is provided to parents, feeder schools and other organisations



f. Liaise with the website manager and the accounts department to ensure that the
online application process functions effectively and in accordance with the school’s
Terms and Conditions

g. Develop a good working knowledge of the London day school market and use this to
inform the School’s recruitment strategies

Administration & Data

a. In line with Government and ISI requirements, manage and administer the Admissions
Register and ensure it is accurate and up-to-date

b. Import the details of all new pupils into the school MIS at the end of each admission
process and to ensure that identity and visa checks take place in line with current
requirements

c. Work with the Bursar's Assistant to ensure that valid visa and residence permit for all
non-UK pupils are in compliance with UK Border regulations and ready for any
inspection

d. Ensure student joiners and leavers at non-standard transition points are reported to
the appropriate local authority and followed up, as required

e. Compile definitive list of all leavers with details of their destination schools and, for
Year 13, their university destinations and courses

f. Keep detailed records of every admissions process, collate and analyse the entrance
assessment results and present the results to the Governors’ Education and Finance
& General Purposes Committees

g. Maintain the annual census information for DfE and ISC, liaising with the Bursar’s
Department and Deputy Head to complete and submit these within required
deadlines

h. Send a Child Protection Record Request to the current (or previous) school for
every new pupil who joins the school.  Keep detailed records of responses for the
Designated Safeguarding Lead (DSL) at the Junior and Senior Schools.

i. Ensure all information stored on admissions software and hard copies is compliant
with the school’s Data Protection policies

j. Liaise with the Accounts department in relation to pupil joiners and departures

The duties and responsibilities in the job description are not restrictive and you may be
required to undertake other reasonable duties from time to time. Any additional duties
should not substantially change the general character of the post.

The postholder will be expected to participate actively in the life of the school and to attend
a selection of school lessons, events, performances and competitions in order to be familiar
with the curriculum and co-curricular provision and to communicate these strengths to
prospective families.



Person Specification - Registrar

Overview of the Person

The successful applicant will be meticulously well-organised and accurate, have outstanding attention to
detail and an excellent telephone manner with a professional yet friendly and appropriate demeanour.
The applicant must be highly computer literate with significant database and MS Excel experience.
Accuracy, flexibility, a strong work ethic and the ability to work under pressure are of utmost
importance in this role.

Skills

Have a clear understanding of and commitment to the aims of the School Essential
Strong writing, proofreading and editing skills, including the ability to tailor content and
format to different stakeholder needs

Essential

Excellent interpersonal skills with both adults, children and colleagues Essential
Ability to work calmly under pressure in a busy environment Essential
Effective time management and proven ability to work to strict deadlines Essential
Excellent organisational skills and ability to prioritise workload Essential
Attention to detail and methodical approach to work Essential
Proficient using Management Information Systems (MIS) to import and export data for
reports and statistics; ability to use mail merge

Essential

Proficient using Google and Microsoft suite of applications Essential
Self-motivated with common sense and the ability to take the initiative Essential
Excellent numeracy skills to deal with statistical data Essential
Willingness to undertake training in any relevant skill areas, as appropriate Essential
Flexibility to adjust to change and development Essential
Able to work independently and as part of a team Essential

Knowledge

Have knowledge and understanding of the independent school sector Desirable
Awareness of GDPR regulations Essential
Understanding of Tier 4 and UKVI guidelines Desirable
Understanding of the importance of promoting and safeguarding the welfare of children Essential

Qualifications

Strong A levels or equivalent Essential
Educated to degree level Desirable

Experience

Experience of working in a school admissions environment Desirable



Experience of working in independent education Desirable
Experience of working in a complex, busy, service-driven environment Essential
Experience of managing a database Essential
Experience of arranging events for large numbers of people Desirable
Experience of working closely with a small professional team and managing specific
assignments or members of that team

Essential

Attitude and approach

Approachable, personable and confident manner, with excellent spoken English Essential
A good sense of humour and positive outlook Essential
Common sense and initiative Essential
Flexibility to adjust to change and development Essential
High levels of personal and professional organisation, integrity, discretion and
confidentiality

Essential

Stamina and resilience Essential

Channing School
Information about the School for candidates

The School
Ever since its foundation in 1885, Channing has been known as a happy and successful community. Our
ethos and setting give pupils both security and a sense of their own significance: we recognize all
achievements, of whatever nature, and hope each girl here knows she is valued as an individual. We aim to
encourage scholarship, integrity, altruism and independence; to give girls the confidence, qualifications and
skills they will need in life; and to send our leavers out ready to respond as thoughtful, responsible and
socially aware adults to the challenges of the world today.

We remain true to the ideals of our Unitarian foundation, to develop spiritual sensitivity and understanding
and in particular to foster respect and consideration for the whole range of human faiths and beliefs.

Academic achievement
Academic results are excellent – GCSE and A Level results details consistently place us amongst the top 50
schools in the UK and top 20 in London. Virtually all our sixth formers go on to University, or to Art
College, some after a gap year. Girls also excel in a very wide range of co-curricular and extra curricular
activities, and especially in Music, Drama, Sport and Art.

Community spirit
The Head and members of staff know every girl personally and as an individual. We have a strong family
tradition and an enthusiastic and supportive parents' association. The atmosphere is calm, focussed and
purposeful. We set high standards emphasising concern and respect for the needs of others. A major
feature of the school is the huge diversity of the extracurricular activities on offer to pupils and it is



expected that all staff will contribute to this side of the life of the school. Opportunities exist for
involvement in cultural, dramatic, sporting and intellectual pursuits and we like staff to assist in areas where
they have a genuine interest and enthusiasm.

Exceptional setting
The school is in an attractive part of Highgate, with
convenient transport links by road and underground.
Visitors are often surprised at how light, green and open
our site is. We have preserved the character of the older
buildings, but completely refurbished and redesigned them
to provide bright and spacious teaching rooms. Our
ambitious £13m building programme, completed in 2017,
has provided us with excellent dining facilities, a Music
School, a new Sixth Form Centre, Sports Hall with fitness
suite and a state-of-the-art Performing Arts Centre.


