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APPOINTMENT OF

 REGISTRAR
REQUIRED SEPTEMBER 2021
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INTRODUCTION TO BLACKHEATH HIGH SCHOOL 

Dear Applicant,

Thank you for your interest in the role of School Registrar at Blackheath High School GDST. We hope this 
information pack will give you a flavour of life at our wonderful school which was shortlisted for Best 
Independent Girls’ School.

Founded in 1880 by the Girls Day School Trust (GDST), the UK’s leading network of independent girls’ 
schools, Blackheath High School is a selective school for girls aged 3–18. Enviably located between the 
beautiful Royal Greenwich Park and stunning heath, the school is located over three sites; our Junior School 
(377 pupils) in the heart of Blackheath Village, our Senior School and Sixth Form (380 students) on the edge 
of Greenwich Park, and our own dedicated five acre sporting campus in nearby Kidbrooke Grove.  
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OUR ACADEMIC EXCELLENCE

Rated ‘Excellent in all Areas’ in our ISI inspection, we are very 
proud of the excellent academic strides our students make 
as evidenced by our top added-value scores. This is made 
possible by an individual, personal approach to the academic 
development of each student which is characteristic of our 
inclusive and warm community.

OUR BRAND NEW FACILITIES
 
Following an £18 million investment, our brand new Senior 
School has been redeveloped to provide state-of-the-art 
facilities to ensure that our school environment matches the 
excellent standard of education we provide. The magnificent 
transformation includes: 
• a state-of-the-art library
• a new creative arts centre
• advanced learning environments for science
• cutting-edge Apple IT technology
• expansive gallery and exhibition spaces
• a well-being Sedum roof garden
• a brand new Sixth Form Centre

Our Junior School is located in the inspirational 1880s school 
building in the heart of Blackheath Village. As soon as the 
pupils enter the building they are able to absorb the inspiration 
and history that has been experienced by over a century of 
Blackheath High girls. As well as their classrooms, girls benefit 
from specialist teaching spaces for STEM, Art, French, Design 
Technology and Computing, plus plenty of outdoor space in 
which to explore and learn, including our Forest School and 
outdoor classroom.

EMPOWERING OUR YOUNG WOMEN OF 
TOMORROW
 
As pioneers in, and shapers of, the future of girls’ education, the 
GDST’s purpose is to help every girl fulfil her potential and her 
dreams. Today our school remains true to this founding ethos. 
A Blackheath High School education gives girls the tools and 
vision to transform their world and realise their aspirations. We 
create an environment where individual potential is realised, 
both academic curiosity and confidence are nurtured, and a 
balanced, and an open outlook is encouraged. 
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OUR PASSIONATE TEACHING

In the Senior School, our unique Wollstonecraft Enrichment 
Programme broadens our students’ educational experience 
and inspires them in the pursuit of their intellectual passions. 

Named after the early advocate of women’s rights, the 
programme is a series of bespoke courses written by our 
talented teachers on subjects they are personally passionate 
about in order to present fresh ways of looking at the world 
and introduce new subjects and intellectual interests. 

The programme offers teachers the chance to focus on their 
passion while encouraging students to question claims and 
formulate and articulate their own rational views about the 
world around them.

OUR LIFE-LONG LEARNING

Our Wollstonecraft Speaker Series is a lecture series open to students, staff, parents and the local community 
where we host renowned speakers from authors to academics, entrepreneurs to CEOs, or artists to scientists 
- to inspire a commitment to life-long learning.  

Aside from this there are extensive opportunities for further learning through networking and sharing best 
practice with schools within the GDST, access to personal development training courses, and grants for 
individual courses. 

The school’s empowering culture means the students are 
more likely to take intellectual risks, adopt leading, active 
roles and be less inclined to conform to gender stereotypes. 
We encourage our girls to be fearless and to smash those 
glass ceilings.
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OUR WORLD CLASS LOCATION, OUR WORLD CLASS OPPORTUNITIES
 
With unique facilities on our doorstep, unrivalled opportunities to inspire a love of learning include; GCSE 
Astronomy at the world famous Royal Observatory, play-writing with the National Theatre, Science Inspiration 
Day at the Royal Institution, rowing on the River Thames, performing music concerts in the historic Old Royal 
Naval College and the beautiful Cadogan Hall.

OUR POSITIVE WELLBEING
 
From outdoor teaching to our Positive Wellness program, 
well-being is at the heart of Blackheath High School. We 
provide a toolkit for students and staff to ensure they are 
resilient for the times when the pressure is on. Ensuring 
students and staff are happy and healthy – in body and 
in mind – is a priority to help everyone achieve their full 
potential. 

We have over 80 co-curricular clubs on offer from Cricket 
to Iron Woman, Flamenco dancing to Chinese martial arts, 
to Mindfulness Meditation and Yoga to take part in.
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OUR WARM AND HAPPY COMMUNITY
 
Our buzzing, diverse, warm and happy community reflects the local community and global city we live in. We 
have been awarded the International Schools Award in recognition of our integration of international work in 
the curriculum and in preparing students for life as global citizens.

At Blackheath High School, we don’t just accept difference—we celebrate it, we support it, and we thrive on it 
for the benefit of our pupils and our wider community. As we continue to develop as a community, we know that 
we must have the most talented employees with diverse backgrounds, cultures, perspectives, and experiences 
to support our innovation and creativity and to act as great role models for our pupils. We welcome different 
perspectives and unique ways of thinking and actively seek to identify this in our recruitment approaches.

Providing inspirational teaching, a world class but intimate environment and tailor-made opportunities in a 
warm and lively community is at the heart of Blackheath High School. I do hope all this gives you a flavour of 
our charming and characterful school. 

If you have any further questions do not hesitate to call Sharon Read on 020 8557 8456. Wishing you the best 
of luck with your application!

Yours faithfully,

Mrs Carol Chandler-Thompson 
Head
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BLACKHEATH HIGH SCHOOL BENEFITS PACKAGE

In January 2016, Best Companies announced that the GDST is one of the top 100 best not-for-profit 
organisations to work for - and we also appeared in the Sunday Times’ annual list of the UK’s best 
workplaces. Why are we so highly regarded? The rewards and benefits are part of the answer:
 
• Competitive salaries and pay progression
• Access to extensive professional development opportunities
• Training grants for qualifications
• Generous pension schemes
• Free life assurance benefit
• Free delicious and healthy school lunches
• Free use of state-of-the-art fitness suite
• Free access to the BUPA Employee Assistance Programme
• A discount of up to 50% on fees for children at GDST schools
• Interest free loans for training, computer purchase loans and travel season ticket loans
• A Cycle to Work scheme
• Competitive terms and conditions of employment

But there are many other good reasons to work with us. Blackheath High School has a real sense of 
community, and you’ll be part of it. You’ll be part, too, of the wider GDST family. You’ll be in the company 
of some of the best and brightest people in independent education. Most importantly, no matter what 
your role, you’ll be playing a major part in the highly regarded education we give our girls. 



8

BLACKHEATH HIGH SCHOOL MARKETING AND 
ADMISSIONS DEPARTMENT

The Marketing and Admissions Team is involved in all aspects of school life, ensuring that the school’s 
excellent reputation is maintained publicly and that our unique school environment selling points, 
educational offer and students’ achievements are widely publicised through various media channels 
and brought to life through events for prospective families, in order to raise the school’s profile and aid 
recruitment and retention of students. We also manage Alumnae Engagement and development, helping 
students to stay connected to our school when they leave us.

This is an exciting and varied role, with the team working closely with school staff and students. The team 
drives and delivers a forward thinking and creative marketing, communications and development strategy, 
integrated within our admissions process. The team have revolutionised our approach in recent years and 
have big ambitions for the future. 

Some of the cornerstone activities and responsibilities of the team throughout the school year include 
managing the school website, social channels and fortnightly school e-zine, ‘HIGHLife’, ensuring our 
students’ activities and achievements are always celebrated. The Marketing Team also provide a design/
desk top publishing service, producing (using InDesign software) the school’s internal and external 
publications, ensuring that they are high quality and professionally presented. 

The team is also is responsible for promoting and running Open Events. Our recent events include a 
Shakespeare Experience Day for prospective Year 5 students and a Crime Scene Investigation Day for 
Blackheath High Junior Students to give them a taste of our Senior School before they make the step-up. 
Our promotional campaigns run through digital and traditional media channels. We are constantly looking 
at ways in which we can improve our campaigns and have exciting plans for the future. 

We have a thriving alumnae community and run regular events throughout the year to support them. We 
are also building our philanthropy and development plans for the future.

The Marketing and Admissions Team is responsible for ensuring a professional, friendly experience is 
provided to prospective parents and pupils as they join us at the Junior School and move through into our 
Senior School.
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ROLE DESCRIPTION
SCHOOL REGISTRAR
Marketing and Admissions Department

Job Purpose:   
The key focus of the role will be to work with the Director of Marketing to develop and implement a 
continued growth strategy and tactical approach that ensures attraction, recruitment and retention of 
students. This is a pivotal ambassadorial role combining both strategic and operational aspects.
· To lead and manage the whole school admissions process for prospective pupils to ensure that all 
enquirers and applicants receive a warm and positive impression of the school. 
· To acquire knowledge of the positive and unique features of the school so that these can be 
communicated during the admissions journey.
· To get to know each applicant and their family well so that the Head can be well advised in making offers 
and transition into school is successful.

Accountable to:  The Director of Marketing and Development.

Accountabilities:
Marketing, admissions and communications 
a. All Senior School admissions (including Sixth Form) will be dealt with by the Registrar. Junior school 
admissions and events will be handled by the Junior School Marketing and Admissions Assistant, (JSMAA) 
with guidance from the Registrar and Director of Marketing and Development to ensure high standards 
and consistency.
b. Provide a prompt, personalised and welcoming response service to enquiries concerning pupil 
admissions.
c. Giving tours to prospective families. 
d. Ensure that all enquiries are followed up in accordance with agreed procedures and timescales.  
Develop efficient and effective systems for processing application materials, such as Sixth Form academic 
portfolios, and communicate these effectively to the parents and staff involved. 
f. Process all applications in accordance with required procedures, including planning for interviews and 
school visits, and coordinating arrangements for entrance examinations, to ensure that all applicants 
receive a positive impression of the school.
g. Lead on Tier 4 Visa application requirements and work with the Head’s PA and Junior School Office 
Manager to ensure all immigration responsibilities are fulfilled. 
h. With the support of the Academic Deputies at Juniors and Seniors, be familiar with the range of 
admissions tests on the market and make recommendations to the Head. Undertake analysis of entrance 
examination/test results as required. 
i. Assist the Head with the process of making offers, maintain records of responses, regularly update the 
Head on responses received and initiate appropriate follow up to responses. 
j. Work with the Heads of Music, Drama and Sport to maintain an effective, attractive and welcoming 16+ 
and 11+ scholarship application process 
k. In consultation with the Head, process applications for 11+ and 16+ bursaries, scholarships, and other 
funding arrangements in accordance with GDST guidelines. 
l. In liaison with the DFO, oversee the JSMAA’s processing of EYFS vouchers and work with the Finance 
team to ensure the process runs smoothly.
m. Keep records of conversations with parents regarding applications and offers, to assist the Head in 
responding to queries or complaints. 
n. Maintain pupil records and input data in SIMs as required by the Director of Marketing and 
Development/Head/GDST, ensuring that information is up to date, readily accessible, managed in 
accordance with GDPR requirements, and that changes are notified to the GDST/third parties as required; 
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ROLE DESCRIPTION (continued)
compile statistical information and pupil lists and information as required, including information for 
marketing purposes. 
o. Agree an events plan for the year with the Director of Marketing and Development and Senior Alumnae, 
Philanthropy and Marketing Officer which appoints an organising lead for each event that manages 
workload fairly and realistically. 
p. To take the lead on Admissions events e.g. Entrance Exams (working with SLT), Interview Days, 
Scholarship Test days and Year 7 induction events. To assist the Junior Marketing and Admissions officer in 
their leadership of Junior Admission events. 
q. Ensure that parents of new pupils receive (and return completed if required) relevant documentation; 
assist with form allocation and prepare pupil induction materials as required; and provide relevant 
teaching staff with the required documentation relating to new pupils and their induction.
r. Build relationships with feeder schools, facilitating recruitment visits eg Marketing Sixth Form 
scholarships and attending Feeder school transition events. 
s. Contribute to the school’s outreach programme helping to widen the school’s network and positive 
relationships and reputation with the local community. 
t. In liaison with Director of Marketing and Development, prepare and contribute to communications and 
high-quality publicity materials relating to admissions e.g. films on the admission process for the website 
or virtual events, details of the admission process on the website, transition booklets. 
u. Work with the Director of Marketing and Development to ensure that every member of staff in school 
is aware of their role in attracting, converting and retaining students and is actively and appropriately 
engaged in all three activities. 
v. Monitor competitor activity and bring knowledge and recommendations to team meetings.

2. Administration 
a. As part of the administrative team, contribute to the smooth running of the school office, including 
providing cover for colleagues as required. 
b. To work with the DFO to ensure the school transport service is developed to support the needs of 
prospective families and oversee the link up of families for the transport buddy system for 11+. 
c. Maintain the Admissions Register/SIMs in line with current legislation. 
d. 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. 
e. Maintain archive records for admissions and arrange for old records to be destroyed as necessary. 
f. Work with the Marketing team and Head to keep admissions procedures and documentation (e.g. 
standard letters) under review to ensure that they are meeting objectives and make recommendations for
change.

3. Training & development of self and others 
a. Line Manage the Junior School Admissions and Marketing Assistant and support them in developing the 
knowledge and skills to excel in their role. 
b. Supervise and monitor the work of any temporary administrative assistants appointed to help at busy 
times. 
c. Regularly review own practice, set personal development targets and take responsibility for own 
continuous professional development.

4. Supporting the work of the GDST 
a. 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.
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All school staff are expected to:

a. Work towards and support the school vision and the current school objectives outlined in the   
 School Development Plan.
b. Contribute to the school’s programme of extra-curricular activities.
c. Support and contribute to the school’s responsibility for safeguarding students.
d. Work within the school’s health and safety policy to ensure a safe working environment for staff,  
 students and visitors
e. Work within the GDST’s Diversity Policy to promote equality of opportunity for all students and  
 staff, both current and prospective.
f. Maintain high professional standards of attendance, punctuality, appearance, conduct and positive,  
 courteous relations with students, parents and colleagues.
g. Engage actively in the performance review process.
h. Adhere to policies as set out in the GDST Council Regulations, GDST Hub and GDST circulars.
i. Undertake other reasonable duties related to the job purpose required from time to time.

This job description should be seen as enabling rather than restrictive and will be subject to regular review. 
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PERSON SPECIFICATION
Skills Required
Ability to think strategically and appreciate the ‘bigger picture’      Essential
Excellent interpersonal and communications skills including the ability to relate well to 
people on all levels with sensitivity, tact and diplomacy       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  Essential
Excellent ICT skills e.g. confident and adept in use of Microsoft applications e.g. Word, Excel
and SIMS input and analysis           Essential
Strong analytical skills and proven record of using data and research to support decisions 
and initiatives             Essential
Excellent command of written and spoken English        Essential
Good telephone manner and ability to deal with callers/visitors in a calm and courteous way Essential
Accuracy and attention to detail          Essential
Calm under pressure            Essential

Knowledge Base
Knowledge of office management processes        Essential
Knowledge of safeguarding issues.          Desirable
An understanding of the principles of marketing        Essential
Understands and is able to build strong customer advocacy and repeat family loyalty and 
retention             Essential
Affinity with and interest in education         Essential

Qualifications/Attainment
Educated to degree level or equivalent         Essential

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 or a service delivery sector    Desirable
Experience of managing a database e.g. SIMS        Essential
Experience in using digital and social media trends and tools to influence retention and 
recruitment             Essential
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   Essential

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
The flexibility to work within a team as demands change throughout the year and ‘muck in’  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
Willingness to work at weekends and evenings, as required for Admissions & Marketing events Essential
Understanding of the need to plan leave and work with colleagues in the team to ensure the 
admissions service is maintained all year round.        Essential
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Senior School: 
info@bla.gdst.net     

020 8853 2929

Junior School: 
info@bla.gdst.net    

020 8852 1537

Completed application forms should be emailed to: s.read@bla.gdst.net.  

Closing date for applications: Thursday 1st July 2021 at 12.00 noon

Interviews to be held on: Monday 5th July and Tuesday 6th July 2021

We are committed to the safeguarding of children and child protection screening will apply to this post.

@blackheathhigh

blackheathhighschool
blackheathhigh

www.blackheathhighschool.gdst.net

APPLICATION KEY DATES


