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Our school and our values 
 

City of London School for Girls is an independent day school for pupils 

aged 7-18 situated in the heart of the Barbican. Opened in 1894, the 

school provides an outstanding education for able students from all 

backgrounds, cultures and faiths. We capitalise on our location to attract 

students from all over Greater London and beyond, and give them access 

to every learning opportunity our capital has to offer. 

 

Academic yet unstuffy, modern yet acutely aware of its history, diverse 

yet with a strong sense of identity, our school defies easy categorisation. 

This is best demonstrated by our unique geography, nestled between the 

brutalist Barbican and looming Roman walls. Ours is an intellectually edgy, 

unassuming and unpretentious environment, unshackled by tradition, and 

imbued with a relaxed excellence. This is a refreshing and modern place in 

which to work and learn. 

Our values –  

respect, responsibility, resourcefulness 

 
The 3 Rs of City permeate all that we do and could never be more 

pertinent: 

 

 respect for self, others and our environment;  

 responsibility for our own independent learning and 

development, our actions and words;  

 resourcefulness, which includes resilience, courage, creativity 

and aspiration.  

  

 

 



 

 

 

 

 

  

Our vision: Finding space to pioneer 
 
Over the next ten years, we will build on our reputation as one of the country’s 

leading girls’ schools. We want to be a school which is not only known for its 

outstanding education, but has real influence and reach, that it uses to further 

widen educational outcomes and discourse. We want our school to be fun, 

pioneering and properly adventurous, leading the country in scholarly 

exploration, pastoral development, partnerships and co-curricular engagement. 

 

Our vision is for students, staff and the wider community to find space to 

pioneer. By forging new physical space for the site and by being a creative, 

pioneering part of the post-C19 City regeneration of space, we aim to break new 

educational ground and claim our space, in three critical ways by reflecting, 

innovating and sharing.  

 



 

 

 

  

REFLECTING  

We shall scrutinise our space, and encourage a 

culture of reflection in two pioneering ways 

 City has never been a complacent place, 
and a deep critical spirit courses through 
our veins. Inspired by Black Lives Matter, 
but not just because of this, we decided, 
together with City of London School, to 
commission a race equality review. This is 
a wholly independent and external review 
led by human rights barrister 
Elizabeth Prochaska. Our aim is to ensure 
that the equality and diversity that is so 
important to our DNA is felt by all and we 
will respond promptly and appropriately to 
the review’s findings.  

 The constraints of time and space in a busy 
and commuting school are significant. We 
shall establish a strong coaching culture in 
the school, so that all staff and pupils can 
gain an understanding of strategies 
required to reflect on their own aims and 
ambitions. We shall give them the space to 
pause and develop, equipping them with 
the tools to lead happier and more 
successful lives. They will be inculcated 
with a greater sense of confidence, self-
awareness and taught to listen and learn 
from others.   

INNOVATING  

 We shall innovate in three distinct areas  

 Teaching is, of course, at the heart of all that we 
do, and we will continue to provide inspirational 
and empowering teaching for our students. Our 
spectacular examination results speak for 
themselves, but we will seek to provide so much 
more than this, experimenting and innovating so 
that we instil in our students a love of learning for 
its sake, equipping them with the strategies to be 
lifelong learners, nimble and resilient to face any 
challenge.  

 Digital Space – we shall create a whole school 
virtual learning environment to support the 
development of student as autonomous 
21st century learners. This will involve improving 
the confidence of staff to use new and exciting 
digital learning technologies in the classroom. 
Likewise, we shall empower our students in digital 
literacy so that they can effectively navigate the 
space between classroom and online learning. In 
so doing, we shall develop both our reputation 
and future readiness, ensuring we retain our 
position as a centre of educational excellence fit 
for the post-Covid age.  

 Entrepreneurship – uniquely located in the heart 
of the City allows us to be precisely placed as 
powerful players in the 21st century workforce. 
The challenges to the City in the wake of Covid 19 
present us with an opportunity. In a world where 
only 33% of board members are women and the 
pay gap is still 9%, this is our chance to properly 
claim our place in this great financial centre. To 
help address this, we will forge a world-class 
workplace-readiness and entrepreneurship 
programme to empower and equip our students, 
harnessing the City’s Educational Strategy and our 
proximity to one of the world’s great centres of 
work.  

SHARING  

We understand the extraordinariness of our 

space and want to share it. Appreciating 

the difference we can make when we work with 

others, we will build partnerships with sustained 

impact on our wider communities. We will be 

pioneering in our collaborative work, establishing 

long-lasting relationships and capitalising on all 

our strengths:  

 the City family of schools (a 9-strong 
group of maintained and independent 
schools in the City);  
 forging a new and stronger bond with 
our brother school, City of London School;  
 the cultural and business capital offered 
by our near neighbours in the Barbican and 
the City;  
 and the growing opportunities for global 
and digital partnerships. 

Finding space to pioneer  
 

By 2030, inspirational learning, pioneering 

partnerships and a strong culture of self-

reflection, confidence and entrepreneurship 

will produce a new generation of ground-

breaking leaders and scholars in the heart of 

the capital.  



 

 

 

  

Registrar 
 

 

PURPOSE OF THE POST: 

1. The Registrar will play the lead role in recruiting pupils at all points of 

entry to the City of London School for Girls.  

2. Devise and develop the school’s admission strategy in collaboration 

with the head of lower school, head of sixth form, the Head and the SMT 

and communications department to be instrumental in ensuring a 

seamless service for pupils and parents. 

3. Take responsibility for the whole admissions process from the initial 

enquiry through to pupils joining the school as a ‘customer journey’, 

working to strengthen dialogues with applicants, parents and their 

feeder schools.  

4. Coordinate with key stakeholders including the Head and the Senior 

Management Team, staff including learning support, finance and 

Development to ensure a joined-up approach to the promotion of CLSG 

as school of choice for academically able girls in London bringing a 

strong understanding of the market and how to influence it to life at the 

school. 

5. Line manage the assistant registrar. 

6. Oversee the systems and data processing necessary to support the 

admissions process. The post is line managed by the Head/bursar 

 

 



 

 

 

   hool such as maths challenges, maths clubs, presentations and drop-
in classes, some of which take place during lunchtimes or after 
school. 

 To support the running of inter-school competitions (Hans Woyda) 
and assist with external trips. 

 To assist in setting up university links and preparing students for 
university admissions tests. 

 To contribute to the school’s partnership work, running clubs, 
workshops or lessons with groups from partner schools as required.  

 To contribute to the achievement of the maths department 
development plan.  

SUMMARY OF RESPONSIBILITIES 

Operational 

 To lead in analysing, reviewing and revising the admissions policy, terms and conditions, procedures and offer letters. 

 Responsible for producing the strategic plan for admissions, focusing on development of new procedures and working practices in respect of 
registrations, admissions and communications.   

 Analyse admissions data to explore trends and to inform decisions on offers and numbers and admissions strategy. 

 To instruct, liaise with and manage as required external lawyers on admissions matters and liaise with the heads of lower school and sixth form, the 
Head, the senior management team, school governors the admissions teams of City Junior School and City of London School and the Town Clerk 
Office as required. 

Team management and budget 

 To provide leadership and line management, development and appraisal of the assistant admissions registrar. 

 To draw up admissions budget proposals each year in conjunction with the Bursar and finance manager, allocating resource appropriately and 
managing the agreed budget effectively manage effectively to obtain maximum value for money with the resources available. 

Competitors/Best practice 

 To act with autonomy to identify key individuals and to develop networks with new feeder schools and educational consultants in London and 
internationally, to promote CLSG as school of choice for academically bright girls. 

 To represent CLSG at relevant external admissions events at feeder schools and present the admissions policy positions and procedures of CLSG and 
to publicise CLSG in coordination with marketing and communications and lead in updating the admissions page of the CLSG website as required. 

 To monitor developments in admissions of competitor schools, assess the potential impact on CLSG and to identify, develop and provide 
recommendations to the heads of lower school and sixth form, the Head and the Senior Management Team for developing the strategic direction of 
the admissions department. 

 The high number of bursary pupils at CLSG defines the culture of the school and this role is key in managing those from diverse backgrounds fairly 
and making them feel fully welcomed throughout the process. 



 

 

  SUMMARY OF RESPONSIBILITIES 

Other 

 To raise the profile and influence of the admissions department by contributing to wider CLSG plans and strategy as appropriate.  

 To keep abreast of good practice and ensure compliance with HMC and GSA guidelines regarding admissions procedures. 

 Actively seek to implement the City of London’s Occupational Health and Safety Policy in relation to the duties of the post, and at all times give due 
regard to the health and safety of both themselves and others when carrying out their duties. 

 Actively seek to implement the City of London’s Equal Opportunity Policy and the Schools’ Race Equality Review recommendations and the objective 
to promote equality of opportunity in relation to the duties of the post. 

 The post-holder is responsible for safeguarding and promoting the welfare of children and young persons for whom they are responsible for or come 
into contact with. They must adhere to and ensure compliance with the School’s Child Protection Policy at all times. If, in the course of carrying out 
their duties, the post-holder becomes aware of any actual or potential risks to the safety or welfare of children in the School, they must report these 
concerns to the Assistant Head. 

 Actively seek to implement the City of London Corporation’s Occupational Health and Safety and Wellbeing Policy in relation to the duties of the post, 
and at all times give due regard to the health and safety of both themselves and others when carrying out their duties. 

 Actively seek to implement the City of London Corporation’s Equal Opportunity Policy and the objective to promote equality of opportunity in relation 
to the duties of the post. 

 To undertake any other duties that may reasonably be requested appropriate to the grade. 

 According to the development and requirements of the school, job descriptions will need to be revised and updated periodically, after consultation 
with the post-holder. 

 



 

 

 

 

  

Person specification 

ESSENTIAL CRITERIA: 

Technical skills / professional qualifications / relevant education and 

training 

 Educated to degree level or equivalent and significant and 
demonstrable experience of working in an Admissions or Marketing 
department in a school or similar environment and a proven track 
record in developing and delivering a successful Admissions process 
and achieving Admissions targets.  (A, I)  

 Minimum of GSCE Grade B English and Maths (A) 

 Good knowledge of policies and practices associated with 
admissions processes and procedures in schools, particularly in the 
private sector (I) 

 Ability to apply specialist knowledge of admissions processes and 
practices in order to undertake the administration and coordination 
of school admissions functions effectively and efficiently (I, T) 

 Excellent IT skills including a working knowledge of Microsoft Office 
Suite with the ability to update and extract data from student 
records systems (T) 

 Good knowledge of data protection issues in association with 
admissions processes (I) 

 Good oral communication skills including the ability to provide clear 
advice and guidance to parents and School staff on admissions 
procedures (I) 

 Good written communication skills with the ability to prepare 
reports, documents and correspondence, and contribute to the 
development of admissions policies in accordance with national 
policy developments and legislative changes (A, T) 

  

 

 

 



 

 

 

 

 

  

 Strong analytical, strategic and creative thinking skills, including clear 

knowledge and experience of admissions or marketing policy and 

practice in a school or equivalent environment and the ability to 

develop and improve these, with the ability to become familiar with 

key issues quickly and confidently to propose solutions best suited 

to the organisational needs of the Admissions at CLSG (A, I) 

 Ability to lead and manage staff and processes; (I) 

 Excellent interpersonal and communication skills including the ability 

to relate well to people on all levels with sensitivity, tact and 

diplomacy and to build and sustain effective working relationships at 

all levels internally and externally and work collaboratively and 

proactively with senior colleagues across CLSG and the feeder 

schools’ network to achieve outcomes and results in Admissions (A, 

I, T); 

 Highly proficient ICT capability, numeracy and statistical skills; able 

to interrogate and apply inferences from data (T) 

 Excellent command of written and spoken English Essential (I,T) 

 Good telephone manner and ability to deal with callers and visitors 

in a calm and courteous way (I) 

 

Experience and knowledge required, including budget holding experience 

if appropriate 

 Experience of shaping and delivering a successful Admissions process 

in an independent school, advising the Head and SMT on the market 

and how to influence it and giving clear direction to key stakeholders 

in order to achieve key organisational outcomes; (I) 

 Organisational and administrative skill, with the ability to remain 

calm under pressure and work to tight deadlines whilst 

maintaining flawless attention to detail (I) 

 Experience of advising senior management on organisational 

priorities and working with them to shape such priorities into 

strategic aims and objectives with clear expected outcomes (I) 

 Ability to give clear direction on behalf of the Head of Lower 

School, Head of Sixth Form , the Head and SMT to parents, 

applicants and feeder school and other key stakeholders and 

influence strategic decisions through organisational 

understanding of key priorities in Admissions and for CLSG whilst 

maintaining an appropriate ‘customer focus’ and coherent end-

to-end ‘customer journey (I) 

 Experience of managing an assistant, commissioning and 

directing activity and ensuring objectives are translated into 

effective plans;(A, I) 

 Experience of budget holding, acting as the budget holder for the 

Admissions Department (A, I) 

 Strong event management (including organising and delivering 

successful Open Events, taster days and the like) and being a key 

communicator at events (A, I) 

 Being comfortable in the company of young people and 

confidence in managing them when required (I) 

 Previous experience of working with ISAMS (I) 

 

(A) Application form, (I) Interview (T) Test 
 



 

 

 

 

  

More about the school 
 

The school has about 730 pupils, approximately 90 of whom are 

members of the preparatory department. There are c150 girls in 

the sixth form. Entry is by competitive examination and interview at 7+, 

11+ and 16+. The school has a strong academic tradition, and virtually all 

girls go on to higher education. Approximately 20 per cent of the girls in 

the senior school are on means-tested bursaries, provided 

by livery companies, the City of London Corporation, corporate and 

private donors and the school. 

 

Achieving academic excellence is an important part of life at City, but so 

too is the provision of a wealth of co-curricular opportunities, broadening 

students’ lives with new experiences and challenges. 

A highly supportive system of pastoral care is in place in which 

understanding, encouraging and inspiring individual pupils 

is fundamental. Our school is cosmopolitan in outlook and the staff and 

students make the most of all that London has to offer. We are 

committed to an active partnership programme, to an international 

outlook and to educating students to be the leaders of tomorrow.  

 

 

 

CLSG’s tradition and location create a unique atmosphere which is 

vibrant, confident and supportive. The student body reflects the 

diversity of London, and pupils commute into school from all over 

the Greater London area. Partnership is a vital part of the school 

culture. CLSG works with a number of schools within and outside 

the City of London. The school is part of the East London 

Consortium as well as of the family of schools supported by the 

City of London Corporation, and currently sponsors the City of 

London Primary Academy, Islington. The school is administered by 

the Corporation of the City of London. 

 

To learn more about the school please explore our website.  

https://www.clsg.org.uk/


 

 

  
Staff development and benefits 
 

The school has a generous salary scale which is based on experience.  The salary 
for this post is Grade E, £40,750 - £46,150 p.a. inclusive of London Weighting 
depending on experience.  Full time permanent role. 

A contributory pension scheme is available for support staff.  

The school is thoroughly committed to supporting the professional development 
of staff and we believe that staff learning is as important as pupil learning at 
CLSG.    

Annual season ticket loans, cycle loans, shopping discounts and reductions on 
ticket prices at the Barbican are among the range of benefits available to all 
staff. The school offers free and confidential employee assistance helpline. 

 



 

 

  

 

  

Conditions of service 
 

The school is an equal opportunities employer.  The school welcomes 
applications from all suitably qualified persons regardless of their race, 
gender, disability, religion/belief, sexual orientation or age.  

CLSG is committed to safeguarding and promoting the welfare of children 
and young people and expects all staff to share this commitment. All 
applicants should read the School’s Child Protection Policy, which is available 
on the School's website, and are required to declare any criminal convictions 
or cautions, or disciplinary proceedings related to young people.   

All appointments are subject to satisfactory references and checks, including 
verification of identity, qualifications and right to work in the UK, a 
satisfactory enhanced Disclosure and Barring Service certificate, medical 
clearance and overseas checks (where applicable). Applicants should be 
aware that the school may approach any previous employer to seek a 
reference.    

It is a condition of appointment that employees for whom new DBS 
certificates are obtained are subscribed to the Disclosure and Barring Update 
Service, and give the school consent, whilst they remain in employment, to 
carry out regular checks via this service on the currency of their certificate.  

 

 

Once appointed, the post-holder’s responsibility for promoting and 
safeguarding the welfare of children and young persons for whom s/he is 
responsible, or with whom s/he comes into contact will be to adhere to and 

ensure compliance with the school’s Child Protection Policy at all 
times. If in the course of carrying out the duties of the post the 
post-holder becomes aware of any actual or potential risks to the 
safety or welfare of children in the school s/he must report any 
concerns to the school’s Designated Safeguarding Lead (Deputy 
Head, Pastoral) or to the Headmistress.    



 

 

 

 

 

 

 

How to apply  
 

Kindly note that due to the recent lockdown our usual timescales for 
recruitment have had to be compressed.  The school reserves the option to 
shortlist as applications arrive and ahead of the given closing date, so early 
application is recommended. 

Please complete the application and equal opportunities forms available on 
the City of London website https://jobs.cityoflondon.gov.uk/ 
 
The closing date for applications is Monday 19th July 2021 

Interview Date: 21st July 2021. 

IMPORTANT INSTRUCTIONS FOR APPLICANTS:  

 The application form should be used to detail all relevant qualifications 
and provide a full, dated career history with explanations of any gaps in 
employment.    

 If you have spent 3 months or more living or working outside the UK, 
you should tell us the country/ies and the dates of your stay.    

 Space is provided in the application form to include a supporting 
statement.  You should use this statement to set out clearly why you 
consider you are suitable and how you meet the criteria listed in the 
person specification for the post.   

 The application form asks you to declare all criminal offences, including 
those that are spent, and any relationship you have to other employees 
of the City of London Corporation.  

Note that any misrepresentation of or failure to declare information that is 
material to the appointment may invalidate an application, or lead to 
summary dismissal if the applicant has started in post. 

 

https://jobs.cityoflondon.gov.uk/

