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An exceptionally friendly school, 
Crosfields emphasises manners, 
kindness and good behaviour. 

Recently inspected by the ISI, Crosfields was 
awarded ‘Excellent’ for academic, and other, 
achievements and ‘Excellent’ for the quality of 
pupils’ personal development. 

Crosfields is situated in over forty acres 
of park and woodland, with exceptional 
facilities and talented staff.  Children are 
taught broadly, thoroughly and imaginatively. 
They are given opportunity to challenge and 
develop themselves, both inside and outside 
the classroom. 

The children benefit 
from an impressive 

range of opportunities 
provided by a 

committed and 
talented staff 

enhanced by facilities 
which are second 

to none. 

Crosfields is a leading 
independent school, 
in Berkshire, offering 

an excellent education 
to approximately 650 

children. 

The candidate will be 
working in a professional, 
welcoming and dynamic 

environment, where every 
day brings new challenges 

and developments.



THE ROLE
The role of the Registrar is pivotal in welcoming prospective families to Crosfields and supporting 
them on their journey through the school.   This is an exciting opportunity for a first class customer 
facing manager who either currently holds an admissions post in a  school or college or has relevant 
experience in sales and marketing and is looking for a new challenge.  It is an exciting time to be 
joining the team as Crosfields is expanding its provision through to Year 11 with the first new Year 9 
cohort joining us this September.  New pupils enter at various stages from Nursery through to Year 9.   
The successful candidate will be responsible for supporting families wishing to join Crosfields, from 
initial enquiry to tours and visits, assessment through to joining the school. 

You will be able to build excellent relationships with prospective families quickly, developing their 
confidence and understanding of the school.  You will also be adept at working effectively and flexibly 
with a consistently high level of professionalism. 

The post holder will report to the Director of Admissions and Marketing.
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TO APPLY
Visit www.crosfields.com/explore/community/working-at-crosfields to download and complete our 

application form.  Applications should be sent to our HR Manager at hr@crosfields.com

Closing date: Early application is advisable.  Application will close when a suitable candidate is found.  

Interviews: W.c. 14th June



SPECIFIC RESPONSIBILITIES

Crosfields is committed to the wellbeing and 
development of all our staff, offering a warm and 

supportive workplace. 

• First point of contact with the school for all enquiries regarding entry to the school

• Ensure that all contact with prospective families is friendly, welcoming and efficient.

• Respond, in a timely manner, to all telephone and email enquiries, prospectus requests, 
registrations and applications.

• Arrange visits and assessments for all applications in conjunction with the SLT and ensure that 
all applicants receive a positive impression of Crosfields.

• Assist with the organisation of Admissions at Open Mornings, Taster Days and other pupil 
recruitment events - these may be outside of the Registrar’s usual working hours and at other 
locations.

• Administer the UKVI process for student sponsorship via the Student Route , ensure that 
incoming pupils have a valid immigration status and keep records up to date of all non British 
pupils. 

• Regularly update the Head, Bursar and Director of Marketing & Admissions on pupil numbers 
and forecasts

• Maintain pupil records and databases as required to ensure information held is current, 
accurate andeasily accessible in accordance with GDPR requirements.. 

• Issue Offer letters and collate Acceptance Forms and deposits

• Co-ordinate all paperwork in respect of admission into the school and ensure data has been 

entered into MIS
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SPECIFIC RESPONSIBILITIES
• Work with SLT in respect of communications and organisation of New Pupils Day.

• Provide statistical analysis of admissions process including enquiries, originating school, 
assessments, conversions, gender, ethnicity, primary language etc as required. 

• Keep admissions procedures and documentation under review and lead on the annual review 
of the Admissions Policy.

• Maintain archive records for admissions and arrange for old records to be securely destroyed.

• Maintain regular contact with local feeder schools in order to positively promote Crosfields.

• Informing the Local Authority of children leaving the school at unusual times, or if being home 
schooled, in consultation with the Deputy Head (Pastoral) as the Designated Safeguarding Lead.

• Contributing to the positive promotion and marketing of the School in line with the Marketing 
Strategy.

• Ensure that the Finance Department is promptly informed of pupil leavers, new starters and 
any changes so that fee billing is accurate.

• Regularly review own practice, set personal development targets and take responsibility for 
own professional development.

• Update admissions information on the school website.

• Undertake annual census.



Safeguarding and Child 
Protection
As a result of the Asylum and Immigration 
Act 1996, employers now have to verify that 
new recruits who are not British Nationals 
are eligible to work in this country. Therefore, 
any applicant who is offered an interview will 
be asked to provide official documentation 
to verify their ID, address and right to work 
in the UK. It is also normal practice for the 
School to ask for original qualifications and 
professional membership documents to be 
presented at interview as detailed on the 
application form. 

Crosfields School is committed to 
safeguarding and promoting the welfare 
of young people, and applicants must be 
willing to undergo child protection screening 
including checks with past employers and the 
Disclosure and Barring Service.

Benefits/Terms and Conditions

Salary 
Salary will be on the Crosfields Scale and will 
be commensurate with qualifications and 
experience for the post.   The Governors 
review salary scales annually in September to 
ensure that they remain competitive.

Applications
We invite interested candidates to apply as 
soon as possible. Successful candidates will 
be invited to Crosfields for interview W.c. 14th 
June. Crosfields aims to employ staff who 
are best qualified for the post and does not 
discriminate on the grounds of race, colour, 
nationality, ethnic or national origin, religion 
or religious belief, sexual orientation, martial 
or civil partnership status, disability or age.

Pre-Employment Checks
All appointments will be subject to two satisfactory references (which may be taken prior to 
interview). Disclosure check by the Disclosure and Barring Service and medical fitness for the 
role. Where applicable overseas police checks and prohibition from teaching and management 
checks will also be completed. All checks must be completed before employment can commence 
at the School.

Hours
This is a full-time, year round position. 


