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THE SCHOOL
King’s Rochester is a co-educational, independent school with 640 pupils between the ages of 3 & 18, including 
50 boarders.   King’s is formed of a Nursery/Pre-Preparatory School, a Preparatory School and a Senior School.  
The size of the school creates a strongly supportive, friendly atmosphere with an emphasis on excellent academic 
results within a full and rounded co-curricular programme.

The school is situated in the most historic part of Rochester, adjacent to the Cathedral and Castle. Rochester 
is 35 minutes from London on the high-speed rail link and enjoys excellent road connections to other parts of 
the country.  The school has a long and impressive heritage, having been founded in 604 AD and is part of the 
Cathedral Foundation.  While candidates need not be Anglicans, it is important that they should feel sympathy 
with the Christian tradition of the school and, in particular, its moral values. The Principal is a member of HMC 
and the school is also a member of IAPS, the Choir Schools’ Association and the Woodard Corporation.

Summary of Post

King’s Rochester is seeking to appoint an exceptional, highly motivated and personable Registrar to be an integral 
member of our friendly, innovative and professional Marketing, Admissions & Development Team.

This is a key role at King’s Rochester which will enable the successful candidate to utilise and build upon expertise 
already gained in a similar position and comes at an exciting time for the School, providing an opportunity for the 
successful candidate to shape the future of its admissions and recruitment strategies.

The Registrar will have responsibility for the management and operation of all aspects of admissions, from 
initial enquiry through to becoming a King’s pupil in the Nursery/Pre-Preparatory School, Preparatory School 
or Senior School. They will line-manage, guide and support the Admissions Officer to ensure delivery of the 
admissions strategy and to develop their skills and experience.

The successful applicant will most likely have admissions and/or marketing experience within the independent 
schools’ or education sector and a strong desire to deliver exceptional service. You will have excellent 
communication skills, attention to detail and a proven ability to build strong relationships with prospective and 
existing parents and pupils, and with all other stakeholders in the School.

If you have a genuine passion for education and a commitment to continuous improvement, we would love to 
hear from you.
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THE ROLE
Main Responsibilities
• In close collaboration with the Director of External Relations as appropriate:
 
Strategy & Planning
• Oversee the development and delivery of admissions in support of the School’s strategic aims.
• Responsible for producing the strategic plan for admissions, focusing on the development of new procedures 

and working practices in respect of registrations, admissions and communications.
• To lead in analysing, reviewing and revising the admissions policy, terms and conditions, procedures and offer 

letters.
• Regularly analyse, forecast, and report on key pupil admissions data and statistics, revising strategies and 

tactical plans in conjunction with the Director of External Relations
• Set, in conjunction with the Director of External Relations, Principal and Heads, ambitious but realistic 

targets for pupil recruitment
• Develop and implement effective local and international pupil recruitment strategies, including the 

identification of potential new markets and relationships
• Develop and oversee the School’s Bursary and Scholarship programme
• To monitor developments in admissions of competitor schools, assess the potential impact 

on King’s and to identify, develop and provide recommendations for the Executive Board. 

Admissions Management
• Manage all enquiries to each part of King’s Rochester (Nursery, Pre-Preparatory, Preparatory and Senior 

School including the 6th form) from initial enquiry to arrival as a pupil at King’s
• Manage a professional and welcoming admissions process for prospective pupils and parents to ensure that all 

enquirers and applicants receive a positive impression of the school, from enquiry, arranging visits, assessments 
and interviews, to making offers and enrolling new pupils.

• Take responsibility for the ‘customer journey’, working to strengthen dialogues with applicants, parents and 
their feeder schools.

• Track, manage and analyse all elements of the admissions process including enquiries, visits, registrations, 
offers, deposits, starters and leavers on the School’s MIS (iSAMS) and produce reports as required.

• Ensure that good relations are maintained with key agents, including ensuring proactive and timely 
communications throughout the admissions process.

• Actively promote the school to international agents and parents.
• Liaise and closely monitor the performance of overseas recruitment agencies.
• Assist overseas families in ensuring that appropriate and compliant guardianship arrangements are in place 

for all students joining the School, to be well informed and able to advise families of suitable guardianship 
agencies.

• Maintain appropriate records both during the admissions process and when pupils have joined the School 
under Tier 4.

• Understand the UKVI Points system, the responsibilities of sponsors of migrants, licence renewal, record 
keeping etc. and attend and update training as and when required.

• Be responsible for issuing CAS for new students.
• Assist agents/parents as far as possible by answering any queries about the visa process.
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THE ROLE
Team Management & Budget
• The Registrar will be responsible for the line management of the Admissions Officer. It is expected that 

certain responsibilities will be delegated to the Admissions Officer, but the Registrar will oversee every 
stage of the pupil journey into King’s from initial enquiry to registration and acceptance to arrival in school.  
 
This includes:

• Ensuring that admissions data on iSAMS, is up to date, compliant and accurate and that the system is being 
used effectively

• Ensuring timely and appropriate contact with prospective families is maintained throughout the admissions 
process

• Maintain regular contact with applicants in regards to the status of their application
• Progressing enquiries and moving them on to the next stage adhering to a realistic follow-up schedule
• To organise and oversee the administration of scholarship applications and assessment arrangements liaising 

closely with Principal, Heads and/or Heads of Department and other roles as appropriate
• Manage the planning, preparation and execution of key admissions-related events such as assessment days, 

taster days, induction and familiarisation days
• Arranging bespoke family tours of the School meeting with appropriate staff.
• Supporting in the development of and participating in, Open Mornings and all other recruitment events, 

to ensure that prospective pupils and their parents receive appropriate information and have a positive 
experience.

• Keep up-to-date with all aspects of day-to-day school logistics in order to respond to enquiries from prospective 
parents, e.g. the curriculum, extra-curricular activities, uniform, etc.

• To provide leadership and line management, development and appraisal of the Admissions Officer.
• Liaise with the finance department regarding applications and advise with regard to payment of registration 

fees, deposits and monies paid.
• To draft the annual admissions budget proposals in conjunction with the Director of External Relations, 

allocating resource appropriately and managing the agreed budget effectively to obtain maximum value for 
money.
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THE ROLE
Relationship Building
• Build relationships with prospective pupils, parents, agents and guardians throughout the admissions process 

to deliver an efficient and welcoming experience through interaction.
• Develop effective working relationships with key members of staff including the Principal, Heads of School, 

Bursar, other members of the Executive Board, Senior Leadership Team and pastoral teams
• Attend external admissions and recruitment marketing events to represent the school
• Working with the Director, Principal and Heads to identify key individuals and to develop networks with new 

feeder schools and educational consultants in Kent, London and internationally, to promote King’s Rochester 
as a school of choice.

• Actively seek out opportunities to attend events at feeder schools to raise parental awareness about King’s and 
encourage feeders who do not currently run them to do so and invite King’s.

• Work and build relationships with teaching staff and support colleagues
• to ensure they understand the role in promoting the School and how they
• might be involved with prospective parents and pupils during the admissions process
• Proactively work with the team and all staff to encourage collaboration, innovation, individual and team creativity. 

General Requirements
• In conjunction with the Marketing Manager, oversee, review and development all admissions materials, 

including the prospectus, general literature, website, parent portal and other digital media.
• Provide all relevant census data and Governor report data in a timely manner
• Ensure all contact data is accurately captured and maintained in order to compile follow up reports for the 

Executive Board or other appropriate roles
• In conjunction with the Marketing Manager, formulate and develop parental surveys to monitor the School’s 

admissions process, inform future marketing and admissions policies and strategies, as well as wider School 
plans

• To review and update the School’s Admissions Policy annually
• Undertake any further reasonable duties as directed by the Director of External Relations.
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SELECTION CRITERIA
Essential Desirable

Education & 
Qualifications 

• Minimum 5 GCSE’s grade A*-C, or 
equivalent, including English and Maths

• Recognised marketing and/or admissions 
qualification

• Educated to degree level or equivalent

Specialist
knowledge & 

skills

• Excellent ICT skills especially in the use of 
Word, Excel and Databases

• Experience in using iSAMS and/or CRM 
systems.

• High level of written and verbal 
communication skills with a keen eye for 
accuracy and detail

• Previous experience using Google Docs

• Experience in working in an admissions, 
marketing or management role in a similar 
environment

• Experience in the recruitment of 
international pupils

• Experience in producing and evaluating data 
and of preparing and presenting accurate and 
relevant management information

• Knowledge of safeguarding issues

• Proven track record of maintaining positive 
and productive relationships with a range of 
internal and external stakeholders

• Experience in using digital and social 
media trends and tools in pupil 
recruitment

• Experience in budget planning and 
forecasting

• Experience in writing copy/content for 
different audiences

• Good knowledge and understanding of the 
Independent School sector

• Experience in issuing visa letters for eligible 
students and an understanding of UKVI and 
its processes

• Experience of using pupil/school 
management software
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SELECTION CRITERIA
Essential Desirable

Skills & 
Abilities

• Enthusiasm for providing excellent service 
and evidence of continuously driving for 
improvements

• Ability to communicate effectively to 
different audiences

• A proactive approach to work with the 
ability to identify areas for improvement and 
propose solutions

• Ability to delegate work and support 
colleagues in undertaking responsibilities

• Experience in effectively handling concerns/
complaints

•  The ability to exercise discretion to maintain 
confidentiality in the handling of sensitive/
confidential information.

• Ability to multi-task and to meet deadlines, 
with outstanding organisational and project 
management skills.

• A cooperative, personable team player, able 
to work independently and take ownership of 
own workload.

Personal 
Qualities

• Ability to remain polite, welcoming and 
courteous at all times

• Have an outgoing, confident, affable and have 
a positive personality

• A high level of personal motivation and a 
commitment to the ethos and aims of King’s 
School

• Ability to remain calm under pressure and 
meet all deadlines

• A sense of humour and the ability to put 
things into perspective

• Able to work flexibly in response to the 
needs of the role as some evening and 
weekend work is necessary.
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REMUNERATION  & 
TERMS OF EMPLOYMENT

Salary

£36,000 - £42,000 per annum (full-time)

This job description forms part of the contract of employment of the person appointed to the post.

The duties, responsibilities and accountabilities highlighted in this job description are indicative and may vary over 
time at the discretion of the School. This job description will be reviewed annually and is an integral part of the 
Appraisal and line management process.

Hours of work

This is a full-time all-year-round position. 

8.30 am to 5.00 pm, Monday to Friday 

(Flexibility on working hours may be required)

All staff are required to attend relevant INSET (staff training) days. 
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HOW  TO APPLY
Applications will only be accepted on the King’s Rochester application form, with a concise covering letter 
outlining the candidate’s suitability for the post and CV which should be sent as soon as possible to:

Mrs Aije Barnes, HR Manager
King’s Rochester
Satis House
Boley Hill
Rochester
Kent 
ME1 1TE 

or by email to recruitment@kings-rochester.co.uk.

An Application Form can be downloaded from the school website where the post is listed under Employment 
Opportunities.

Closing date for applications:  Thursday 22nd July 2021
Interviews: Week commencing Monday 2nd August 2021

Early applications are encouraged and we reserve the right to close the vacancy if a suitable candidate is found.

All candidates invited to interview must bring the original documents confirming any educational and professional 
qualifications that are necessary or relevant for the post

King’s Rochester is an equal opportunities employer and positively encourages applications from suitably qualified and eligible 
candidates regardless of sex, race, disability, age, sexual orientation, gender reassignment, religion or belief, marital status, or 
pregnancy and maternity.

King’s Rochester is committed to safeguarding and promoting the welfare of children and fulfils all its responsibilities under 
current child protection and safeguarding legislation in accordance with good practice in the care of young people, especially 
those living away from home. we expect all staff and volunteers to share this commitment.

Candidates will be expected to undergo child protection screening appropriate to the post including disclosure and barring service 
checks and allow checks on their background and identity including checks with past employers and suitable referees. 

The appointment will be conditional upon successful outcomes of these checks and also on a successful enhanced DBS and 
children’s barred list checks.

The School has a legal responsibility to ensure that all its employees have the legal right to live and work in the UK. Therefore, 
you will need to provide original documents verifying that you are eligible to work in the UK to the interview. Details of these 
will provided in the invitation to interview. 



King’s Rochester
Satis House
Boley Hill
Rochester  Kent 
ME1 1TE
United Kingdom

T: (+44) 0 1634 888 555

E: recruitment@kings-rochester.co.uk

www.kings-rochester.co.uk
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