
 
Oxford High School GDST 

Job Description 
 

Role Admissions Registrar 
 

Job Purpose Be the first and main point of contact for prospective families 
throughout the entire admissions process, providing an 
exceptional level of service at all times. Take a professional, 
reassuring, confident and proactive approach to all aspects of the 
job, where success is determined by all leads being nurtured 
appropriately and conversion rates achieved. Have excellent 
administration skills, experience with databases and the ability to 
take initiative and make informed decisions, whilst working 
independently as well as collaboratively and delivering outputs 
with a high level of efficiency. Oversee a constant turnaround of 
enquiries, applications, meetings and visits throughout the year 
and be responsible for the smooth induction and transition to 
school life, liaising with key stakeholders as appropriate.  

Accountable to: Head of Admissions 

Accountable for: n/a 

Accountabilities 
 
  
 

Admissions 

• Oversee the admissions process from enquiries through to 
prospectus, visits, assessments, interviews, scholarship 
process, offers and enrolment, including all general questions, 
administration and school communications, always with the 
aim of building and maintaining a good relationship with 
families. 

• Provide an approachable and welcoming response service to 
enquiries concerning pupil admissions, by telephone, email 
and in person, in line with School’s service level agreement. 

• Ensure that all enquiries and applications are followed up in 
accordance with agreed school procedures and timescales.  

• Be responsible for with the management of entrance 
examination days in the Senior School, as well as organisation 
and administration of Senior School examinations throughout 
the year for individual girls, both in the UK and overseas.  

• Organise and support the facilitation of School tours and 
meetings with key members of staff, including the Head. 

• Liaise with other schools to request references, school 
reports, etc. to accompany applications to our School. 
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• Assist the Head and Head of Admissions with the process of 
making offers, maintain records of responses, regularly 
update the Head on responses received and initiate 
appropriate follow up to responses. 

• Oversee all payment, billing, academic and pastoral needs 
before enrolment, liaising with other departments in School 
and Trust. 

• In consultation with the Head and supporting the rest of the 
Admissions team, carry out work involving the application of 
bursaries and scholarships for Senior School applicants. 

• Ensure that parents of new students receive, and return 
completed when required, relevant documentation. 

• Assist with form and house allocation and preparing pupil 
induction materials as required, providing relevant teaching 
staff with the required documentation relating to new pupils 
and their induction. 

• Keep records of all conversations with parents regarding 
applications and offers, to assist the Head and Head of 
Admissions in responding to queries or complaints. 

• Maintain student records and input of data as required, 
ensuring that information is up-to-date, readily accessible and 
managed in accordance with data protection requirements.  

 

Administration 

• Maintain the Admissions Register in line with current 
legislation. 

• Ensure that pupil new starter and leaver data is accurately 
and promptly updated in SIMs and is communicated to key 
stakeholders in the School. 

• Ensure that the GDST Fees Department is promptly informed 
of pupil leavers, new starters and any changes in financial 
assistance, so that fee billing is as accurate as possible. 

• Preserve archive records for admissions and arrange for old 
records to be destroyed, as necessary. 

• Produce offer letters and other official communications, 
signed by the Head, as well as ensure all accompanying 
documentation is administered in appropriate timeframes. 

• In collaboration with the Head of Admissions, keep 
admissions procedures and documentation (e.g. standard 
letters) under review to ensure that they are meeting 
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objectives and make recommendations for change, as 
needed.  

 
Marketing 

• Assist with the organisation of, and participate in, assessment 
days, open days, taster days, induction days, welcome 
evenings, enrichment days, exhibitions, etc., ensuring 
prospective parents and their daughters receive appropriate 
information and have a positive experience. 

• Contribute generally to the positive promotion and marketing 
of the school and the GDST in the local and wider community. 

• Play a key role in the Marketing and Admissions Department, 
to ensure the aims and objectives of the department are met. 

 
Training & development of self and others 
 
• Regularly review own practice, set personal development 

targets and take responsibility for own continuous 
professional development. 
 

Supporting the work of the GDST 

• Develop strong, positive relationships with GDST colleagues, 
contribute to collaborative work across GDST Schools and 
support other staff in participating in GDST work, in order to 
develop and share best practice. 

 

General 
requirements 

All school staff are expected to: 
 
• Work towards and support the school vision and the current 

school objectives outlined in the School Strategic Plan. 

• Contribute to the school’s programme of extra-curricular 
activities. 

• Support and contribute to the school’s responsibility for 
safeguarding students. 

• Work within the school’s Health and Safety Policy to ensure a 
safe working environment for staff, students and visitors. 

• Work within the GDST’s Diversity Policy to promote equality 
of opportunity for all students and staff, both current and 
prospective. 
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Person Specification 
 
Skills Required 

Excellent interpersonal and communications skills including the ability to 
relate well to people on all levels with sensitivity, tact and diplomacy 

Essential 

Excellent written communication skills, with experience in communicating 
with a range of people/media 

Essential 

First class organisational and administrative skills, with the ability to 
remain calm under pressure and work to tight deadlines; systematic in 
approach to tasks, with attention to detail 

Essential 

Evidence of a pro-active approach to planning and prioritising work, with 
the ability to use initiative appropriately 

Essential 

Able to maintain a high work rate and to juggle a range of tasks and 
competing priorities, and work independently 

Essential 

Excellent ICT skills e.g. confident and adept in use of Microsoft 
applications e.g. Word, Excel and database input 

Essential 

Excellent command of written and spoken English Essential 
Good telephone manner and ability to deal with callers and visitors in a 
calm and courteous way  

Essential 

Sufficient numeracy to deal with statistical data Essential 
Accuracy and attention to detail Essential 
Excellent writing and proofreading  Essential 

 
Knowledge Base 

Knowledge of office management processes Essential 
An understanding of customer acquisition and customer lifecycle Essential 
Knowledge of safeguarding issues Desirable 
An understanding of the principles of marketing  Desirable 

 
Qualifications/Attainment 

Degree or equivalent  Desirable 
Good A levels or equivalent Essential 

• Maintain high professional standards of attendance, 
punctuality, appearance, conduct and positive, courteous 
relations with students, parents and colleagues. 

• Engage actively in the performance development plan (PDP) 
process. 

• Adhere to policies as set out in the GDST Council Regulations, 
GDST Hub and GDST circulars. 

• Undertake other reasonable duties related to the job purpose 
required from time to time. 

Review and 
Amendment 

This job description should be seen as enabling rather than 
restrictive and will be subject to regular review.  
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Relevant experience in admissions or similar Desirable 
 
Experience 

Evidence of substantial administrative experience in a complex 
organisation 

Essential 

Previous experience of working in a complex, busy, service-driven 
environment  

Essential 

Experience of working in a school environment Desirable 
Experience of managing a database e.g. SIMS or specific school admissions 
software 

Desirable 

 
Attitude/approach 

A high level of personal integrity, with proven experience of handling 
sensitive situations with tact and diplomacy and with complete respect for 
confidentiality. 

Essential 

An understanding of the stress felt by parents during the admissions 
process 

Essential 

Honesty, energy, stamina, enthusiasm, Essential 
A willingness to give generously of their time to support school events and 
activities 

Essential 

An enjoyment of working with and being in the company of children Essential 
Professional but friendly demeanour in relating to all members of the 
school community 

Essential 

Well-groomed, with dress standards and appearance appropriate to the 
role 

Essential 

Flexible and able to work as part of a team Essential 
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