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Job Description 
 

Job Title:  Registrar 
 
Responsible to: Head of Marketing / Bursar  
 
Salary:    £21,400 FTE  
 
Hours: 40 hours per week during term time (8.30am to 5.30pm 

30 hours per week during holidays (9am to 3pm)  
(Part time hours may be considered) 

 
Annual Leave:  25 days’ pro rata payment 
 
Date of issue:  September 2021 
 
 
Pitsford School is a co-educational independent school for pupils aged 3 – 18 years old.  
Pitsford school offers a very attractive working environment based in delightful rural parkland 
setting of some 30 acres close to Northampton town centre. 
 
Summary of the Role 
 
The registrar is responsible for effectively managing the Admissions process from initial 
enquiry right through to the pupil joining Pitsford School. This includes maintaining relevant 
records and statistics, and generating all correspondence on enquiries, prospectus requests, 
registrations and applications, meeting prospective parents and their child to discuss matters 
pertaining to their admission and keeping appropriate records.  
 
The role will also involve actively working with the Head of Marketing and other members of 
the SLT in all activities to achieve pupil intake at all entry levels to meet recruitment and 
awareness targets.  
 
Key Responsibilities 
 

 Develop an excellent rapport and nurture strong relationships with prospective parents  

 Ensure the whole admission process, from beginning to end is a positive experience 
for both parents and their children. 

 Liaise with and build good relationships with the staff across the whole school 

 Conduct tours of the school and answer parent and pupil questions with knowledge 
and enthusiasm 

 Proactively follow up all new enquiries and post tour visits to encourage parents onto 
the next stage of the admissions process. 

 Speak with confidence and enthusiasm about the school’s vision and ethos 
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 Maintain prospective parents’ data on the School database (SIMS) and ensure 
accurate data input for all stages of the admissions process in accordance with data 
protection laws  

 Organise, co-ordinate and record all new admissions documentation efficiently. 

 Answer and respond promptly to telephone enquiries from prospective parents 

 Administration for all pupil joiners and leavers 

 Administration of Child Protection forms for new joiners and liaise with our Designated 
Safeguarding leads (DSLs) 

 Organise and manage tours, open events and taster days for prospective pupils  

 Understand and apply the rules regarding confidentiality and data protection (GDPR) 
regarding all school matters. 

 Responsibility for the administration of the Admissions Register 

 Assist with the creation of regular admission reports on current and prospective pupils 

 Act as an ambassador for Pitsford and present the school to prospective parents at 
events such as open mornings, welcome evenings and information sessions 

 Responsible for collating and distribution of the fortnightly school magazine, The 
Pitsford Post 

 To assist in the management of all aspects of SIMS system 
 
General  
 

 The role involves some evening and weekend work; for example, Open Days take 
place on Saturdays, which will be repaid by time in lieu. 

 Support the Head of Marketing  
 
Person Specification 
 
This is a crucial post which is key to the continued growth and development of Pitsford School. 
It is essential that the Registrar has excellent communication skills, both verbal and written, is 
able to maintain a high level of efficiency and be calm, confident and professional with a 
variety of audiences. 
 

 Essential  Desirable 

Knowledge and Experience   

Proven experience in a similar role such as 
admissions manager, events or communications 
 

  

Strong IT skills inc Microsoft office 
 

 
 

Working knowledge of SIMS  
 

 
 

Working Knowledge of the Admission Process 
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Experience of using a CMS to edit websites  
 

  

Communication Essential Desirable 

Excellent verbal and written communication skills 
and interpersonal skills  
 

  

Strong command of written and spoken English 
and the ability to adapt content and tone 
dependent on audience.  
 

  

Ability to write engaging and relevant copy for 
marketing materials,press releases, newsletters 
and social media 
 

  

Teamwork and Motivation   

Adaptable and able to work well in a team  
 

  

Self-motivating and able to take the initiative 
 

  

Strong interpersonal skills and the ability to build 
solid relationships 
 

  

Planning and organisation   

Experience of undertaking administrative tasks 
  

  

Requires minimal direction and has strong 
organisational skills  
 

  

Ability to remain calm under pressure and work to 
tight deadlines 
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