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Bedford School 
 
 
Situated just 35 minutes on the train from London St Pancras, and half-way between Oxford and 

Cambridge, Bedford School is one of the region’s leading boarding and day schools, educating boys 

from the ages of 7 to 18. Part of The Harpur Trust, Bedford’s leading educational and social welfare 

charity, we are a vibrant school with a very strong sense of community, set in a beautiful 50-acre estate 

in the heart of the town. 

 

There are approximately 700 pupils in the Upper School aged 13 to 18, with roughly 280 in the Sixth 

Form.  35% of the boys are boarders in our six boarding houses, each of which is “twinned” with a 

day house. Our Prep School with 400 boys caters for the 7-13 age range on the same campus, and has 

its own junior Boarding House. 

 

Academic excellence is central to life at Bedford School, and we encourage boys to aspire to the 

highest possible standards and to stretch their expectation.  Boys and staff come from a wide range of 

backgrounds and we promote a broad and diverse curriculum.  

 



 

The school was inspected in November 2016, and we are particularly proud of the fact that ISI 

(Independent Schools Inspectorate) gave us the top ratings possible. Full details, including a copy of 

the inspection report can be found here:  

http://www.bedfordschool.org.uk/Inspection-Report   

 

The school had a compliance inspection in June 2019 and was pleased to have been found fully 

compliant in all areas covered by the inspection. 

 

The school adopts a selective entry policy without being ruthless and seeks to provide an environment 

where all boys from diverse backgrounds will thrive academically. It emphasises continuity of education 

at 13+ and 16+ so that, although there are academic entry requirements at each point, they are geared 

to whether boys are suitable to move to the next stage rather than over-formulaic targets. We believe 

in an all-round education that exposes all boys to a wide range of experiences and opportunities.  We 

also aim to attract boys from a diverse range of backgrounds, facilitated by a strong scholarship and 

bursary programme: over 50 boys here pay less than 20% of the fees and a great many more receive 

substantial financial support, with about £1.3m each year being put towards bursaries. 

 

We place great emphasis on the value of Sport, Music and the Arts for the camaraderie, teamwork 

and self-motivation they instil, and encourage boys to explore their individual talents. Our extensive 

programme of extracurricular activities is wide-ranging and offers boys the opportunity to learn new 

skills and discover new interests outside the classroom.  Boarding is at the heart of the school and all 

full-time members of the teaching staff are expected to contribute to the wider life of the school 

through involvement in the tutoring system and in activities outside the classroom.  

 

The school’s ongoing development programme has included the construction of a new Library (2003), 

Observatory & Planetarium (2003), a new Music School (2006) and a wonderful new theatre in St 

Luke’s Church, on the edge of the estate (2015).  Other developments have included renovation of 

the school dining halls and kitchens (2009), fitness suite (2010), staff common room (2011), sports 

pavilion (2012) and science department (2015). 

 

http://www.bedfordschool.org.uk/Inspection-Report


 

 
 

 
The Role 
 
 
We are looking to recruit an Assistant Director of Admissions to work across the full age range within 

the school (7-18) and provide a proactive, efficient and customer focussed admissions service.   

 

The successful candidate will manage the admissions cycle, work closely with our Director of 

Admissions to provide input at a strategic level and line manage the team’s Admissions Officers.  

Experience in an Admissions role would advantageous for this position. 

 

This is a full-time role, working an average of 37 hours per week all year round (plus c12 Saturday 

mornings per year, on a rota basis). 
 

 
Benefits of Service 
 
 
Bedford School has high expectations of its staff and therefore looks to reward them with a 

competitive salary, beneficial conditions of service and opportunities for training and personal 

development. 

 

Bedford is set in beautiful grounds and staff are welcome to make use of the extensive leisure and 

sporting facilities (which includes gym, swimming pool, tennis courts, squash courts etc.) for 

themselves and their immediate family.    

 



 

A generous holiday allowance, pension scheme and private health care scheme with cash back benefits 

are available, and all staff enjoy free on-site parking. Lunch and free refreshments are available 

throughout the day.   

 

 
General Information 
 
 
Bedford School is committed to safeguarding and promoting the welfare of children and young people 

and expects all staff to share this commitment. Offers of appointment are subject to satisfactory 

references and DBS clearance. 

 
 
Application Process 
 
 

Applicants are asked to complete the School Application Form; CVs in place of an Application Form 

cannot be accepted.  Completed applications should be emailed to Anna Smith, HR Manager on: 

vacancies@bedfordschool.org.uk 

 

If you would like to have an informal discussion about the role prior to applying please contact our 

Director of Admissions, Richard Midgley on 01234 362344 or rmidgley@bedfordschool.org.uk 

 

mailto:vacancies@bedfordschool.org.uk
mailto:rmidgley@bedfordschool.org.uk
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Assistant Director of Admissions 
 

 

Job Description 
 

The Trust is committed to safeguarding and promoting the welfare of children and young people and 
expects all staff and volunteers to share this commitment. 
 

 
Summary of the role 
 

 
Job Title: Assistant Director of Admissions 

Department: Admissions  

Location:   De Parys Avenue, Bedford  

Reporting Line: The Director of Admissions will be the direct 
line manager but the post will also involve 
regular contact with the Head Master and the 
Prep School Headmaster over all matters of 
entry and the admissions process.  

Hours: Full-time   

Role Summary:                         To manage and oversee all aspects of 
admissions within the school (7-18) and 
provide input at a strategic level in relation to 
admissions. 

Salary: The salary will reflect the fact that this is seen 
as a key   role within the school. 

Other benefits: 25 days annual leave plus bank holidays; 
additional leave of 9 days to be taken at set 
times during the school holidays; free lunch 
during term time; private health care scheme; 
generous pension scheme; free parking; 
competitive salary. 

Line Management 
responsibility for: 

• Admissions Officer (x2) 
• The Assistant Director of Admissions will also liaise with PA’s in the 

school with regard to any aspect of the admissions process 

  

 
Main duties and responsibilities 

 
This job description does not form part of the contract of employment and may 
be varied in accordance with the demands of the appointment.   

Your Professional Duties 
 
You are expected to act in accordance with the aims, policies and administrative 
procedures of the School.  
 

Specific Duties and Responsibilities  



  

 

The main duties and responsibilities of the Assistant Director of Admissions are 
as follows (this list is not exhaustive): 

• Being the main contact for all individual enquiries for prospective pupils 
• Manage all entry process data, identifying and reporting on trends and all 

strategic opportunities and risks  
• Coordination of all entry procedures including Bursaries and 

Scholarships 
• Coordination of all correspondence with regards to the admissions 

process, from initial enquiry through to final arrival 
• Coordination of all visits for prospective pupils and families, including 

Open Mornings and ‘taster days’ 
• Liaison with Head Master, PS Headmaster, Deputy Head (Academic), 

Director of IB, and Heads of Departments over all matters of individual 
entry 

• Liaison with the Director of Admissions, Director of Marketing & 
Communications and the Events Officer over the effective organisation 
of Open Days  

• Maintenance of accurate and extensive data on all aspects of the 
admissions process on iSAMS 

• In conjunction with the Director of Admissions, oversee all CAS 
applications and visa renewals and ensure tight systems are in place to 
protect our UKVI licence. 

• Work closely with our agents, keeping them abreast of school 
developments and available places in school. Effective liaison with 
guardianship agencies 

• Allocation of pupils to Upper School houses, in association with the 
Director of Admissions and Senior Housemasters 

• Attendance, as appropriate, at relevant Open Evenings or equivalent 
events, both at home and abroad 

• Maintenance, under the direction of the Director of Admissions, of all 
relevant entries in school guides and the equivalent 

• Maintenance of the School List and regular reporting facts and trends to 
the Director of Admissions and Head Master including roll projections 
and the preparation of admissions statistics for the MEA meetings 

• Keep an overview of the leavers list 
• Action any change of status forms  
• Work closely with Fees department regarding starters, leavers and 

change of status students 
• Alongside the Director of Admissions, effective delivery of the ’52 weeks 

a year’ response policy 
• Effective management of all secretarial and administrative work related 

to the admissions process. 
 
 
Responsibilities may be direct, joint or through devolved structures, but always in 
accordance with whole school policies. These details may be amended at any time 
by agreement, but in any case, will be reviewed through the appraisal process. 

 

You may also be required to undertake such other comparable duties as the Trust requires from time to time.  

 

 

  

 



 

 

 
Person Specification – Assistant Director of Admissions 

The Trust is committed to safeguarding and promoting the welfare of children and young people and expects 
all staff and volunteers to share this commitment. 
 

 

Essential 

These are qualities without which the 
Applicant could not be appointed 

Desirable 

These are extra qualities which can 
be used to choose between 

applicants who meet all of the 
essential criteria 

Method of  
assessment 

 
Qualifications 

 
Good standard of education 

 
Degree or equivalent qualification 

 
Certificates 

 
Experience 

 
Experience working in a customer focussed 
role  
 
Experience working in an environment 
where relationship building is key 
 
Experience using databases and MIS 
 
Evidence of continued career development 
 

 
Experience of educational 
marketing 
 
Experience of working closely with 
Prep Schools, knowledge of the IB 
and experience of working within a 
boarding environment  
 
Experience of successfully managing 
and motivating a team 

 
Application form 
and references 

 
Skills and 
Knowledge 

 
Able to think strategically and promote new 
ideas 
 
Highly effective communication skills at all 
levels 
 
Effective organisational and time 
management skills 
 
Highly proficient ICT capability 
 
Strong levels of administrative skill with a 
keen eye for detail 

 
Data analysis skills 
 

 
Application form, 
references and 

interview 
 



 

 

 
Personal 
competencies 
and qualities 

 
Personable and approachable nature; ability 
to be diplomatic 
 
Proactive with the drive to continually 
review and develop ideas 
 
Strong prioritisation skills and ability to 
work well when under pressure 
 
Self-motivation with the ability to be flexible 
to meet school needs 
 
Appropriate familiarity with all aspects of 7-
18 education 

 
 

 
Interview and 

references 
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