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Background 
 

City of London School for Girls and City of London School are excited to be 

establishing a co-educational junior school which will be based in the 

beautiful grounds of Gray’s Inn.  The School will open in September 2022 

and a Registrar is now needed to manage the marketing and recruitment 

of pupils for the opening and then as the School grows to its full size over 

the following few years.   

The Registrar will be responsible to the CLSG Prep Head in first instance, 

and will be responsible for administrative assistance as required. 

 

 

Purpose of Post 
 

The Registrar is responsible for managing the recruitment of pupils of 

conspicuous potential.  The role encompasses the marketing of the 

school, the building and maintenance of positive relationships with 

prospective parents and the administration of the process.  Alongside the 

Head, the role holder is responsible for the outward facing presentation 

of the School.  This is particularly important during the early years of the 

School’s development whilst it becomes known in London and the 

independent school sector as the junior school of choice for academically 

able pupils in London.   

 



 

 

 

 

 

 

 

  

Summary of Responsibilities 
 
 Leading the process of recruiting pupils of conspicuous potential 

through the development of a school admissions strategy. 

 Managing the annual admissions process from initial enquiry to 
pupils joining the school, ensuring a seamless and positive process 
which strengthens the relationships between applicants and feeder 
schools to ensure a high take up of places. 

 Responsibility alongside the Head for the arrangement and delivery 
of entrance examination days, interview days, offer holder open 
mornings, familiarisation events, and assisting with delivery of 
whole-school open events throughout the year. 

 Managing the collection of fees associated with admission to the 
School, including registration fees and, after a place is accepted, the 
associated fees.  

 Overseeing of the provision of SEND access arrangement for 
applicants with this need, in liaison with the Head of Learning 
Support. 

 Building and maintaining positive relationships with stakeholders 
including prospective parents, feeder school head teachers, the 
head teachers, bursars and other staff at City of London School (CLS) 
and City of London School for Girls (CLSG).  

 Preparing and devising marketing and communications materials for 
all channels including advertising.  The role holder will ensure 
coherence and consistency with the school’s aims and vision and 
alignment with those of CLS and CLSG. 

 Managing social media including updating the website and other 
communication channels. 

 

 Thinking creatively about marketing and recruitment opportunities 
e.g. organising a literary festival for local children. Visiting key feeder 
schools and organising events to promote the school.  

 Working closely with relevant admissions and teaching staff at CLS 
and CLSG to manage a seamless transition for pupils to the relevant 
senior school.  

 Working with the senior schools to promote awareness of bursaries.  

 Supporting partnership activities. 

 Managing and monitoring the admissions and marketing budgets.  

 Keeping abreast of good practice and ensuring compliance with any 
statutory or inspection requirements for admissions.  

 



 

 

 

 

 

  

Other responsibilities 

 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. 

 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. 

 Comply with the City of London Corporation’s Financial Regulations 
and properly monitor and report budget outturn positions on a 
regular basis as required, including alerting the Line Manager and 
Chamberlains representative of any significant budget variance in a 
timely manner and taking appropriate corrective action. 



 

 

 

 
  

Person specification 
 

 
Please find below the key skills, knowledge and experience which are essential requirements for this post.  

   

1. 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) 

 

2. 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 Prep Head, 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) 



 

 

 

The application process 
 

The closing date for applications is 27th June 2021. 

To apply, please complete the application and equal opportunities forms 

available on the City of London website https://jobs.cityoflondon.gov.uk/  

The school is an equal opportunity employer and welcomes applications 

from all sections of the community.  All appointments are subject to 

satisfactory references, enhanced Disclosure and Barring Service 

(criminal convictions) checks and medical clearance.  This post is exempt 

from the Rehabilitation of Offenders Act.     

3. Other relevant information, for example working hours or working environment  

This is an exciting new role in an exciting new school and all staff may be called upon to assist with the smooth running of the school as it develops.  

The role is a full time role but part time working arrangements including some working from home will also be considered.  
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