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About Northwood Schools

The Northwood family of schools offers an 
excellent  education from 4 to 16. Most children 
start at Broomwood Hall Lower School, moving 
on to either our girls’ prep school, Broomwood 
Hall Upper School or our boys’ prep school, 
Northcote Lodge, where they are prepared for 
entry to some of the best and most selective 
senior schools in the country both single sex 
and co-ed, and in and out of London. The 
addition of Northwood Senior, the group’s new 
co-educational day school for pupils aged 11-
16, expands parental choice.

Located in South West London, we have 
beautiful buildings and excellent facilities 
with plenty of outside space and easy 
access to the best that London has to 
offer. And of course, we also have 
dedicated and inspirational staff who truly 
believe in what they are doing, working 
together to deliver a transformational 
education. Education is about so much more than simply 

passing exams. Preparation for life is also about 
character, confidence, collaboration, 
compassion and resilience, so that when  
children leave our schools, they  understand 
that whilst not everything in life is easy, there is 
a real sense of achievement to be gained from 
sticking at something and overcoming 
obstacles. We are academically ambitious and 
pastorally supportive and deliver a full rounded 
education for the “whole child”. Our  prep 
school leavers regularly win scholarships and 
awards, but we believe education is so much 
more than passing exams. 



Registrar job description

Principal objectives 

To be at the forefront of pupil recruitment across Broomwood Hall Lower and Upper 
Schools, Northcote Lodge and Northwood Senior, ensuring that each school meets its 
admissions targets as set by the CEO in consultation with the Heads.
Acting as a lead point of contact for prospective parents, providing them with the advice, 
guidance and support they require throughout the admissions process. Ensuring they we 
are showing the very best that we have to offer.  
To manage all new and prospective pupil data, ensuring that it is accurate and up to 
date, and available for academic, planning and reporting purposes. 

Key Responsibilities 
Pupil Recruitment
• Through reporting to the CEO and Heads, oversee the pupil recruitment process, 

ensuring that it is efficiently and effectively managed.
• To maintain or hit optimum school roll numbers across each site, as set by the CEO 

in consultation with the Heads.
• To manage the administrative process of school place offers in line with the schools’ 

Admissions Policy.
• To regularly review the schools’ Admission Policy and terms and conditions, to 

ensure that they remain appropriate for the Group and the market in which we 
operate.  

School Ambassador
• To be the first point of contact for prospective parents, whether that be in writing, 

telephone, or face to face meetings.
• To work with each school’s Head and the wider marketing team to ensure that tours 

and Open Days showcase each school to its best advantage. 
• To act as a role model for the schools’ ethos and values to prospective parents, 
• To act as a point of intelligence for the school to ensure that we maintain a 

competitive advantage within the independent school sector.



Marketing
• To work closely with the marketing team to produce appropriate marketing 

materials that capitalise on our brand and maximise our admissions potential.
• To work with the marketing team to showcase our schools to their best advantage 

at every touch point in a prospective family's admissions journey.  
• To take the lead at school admissions events as well as in arranging ad hoc school 

tours, providing prospective parents with the necessary information to support 
their application to the Northwood Schools.

• To take responsibility for ensuring the accuracy of all information channels.
• To support the use of social media as a promotional tool for the schools.
Data Management
• To have responsibility for maintaining the school database in respect of 

prospective pupils, ensuring that we effectively track the journey from the first 
point of contact to joining the school, or the decision to withdraw from the 
admissions process.

• To drive information that is both quantitative and qualitative, identifying trends, 
risks and opportunities that will inform forward planning.

• To produce reports as defined and required by the CEO and Board of Directors.
• To take the necessary steps to ensure data integrity is maintained and is compliant 

with data protection and other relevant legislation.
Function Management
• To manage the Admissions Administrator, providing clear goals and ensuring 

accountability for delivery.
• To liaise with the schools’ finance team in managing pupil registrations, deposits 

and fees. 
• To lead recruitment within the Admissions function, whether that be for 

replacement roles or additional resources requirements that have been identified.
• To ensure that the Admissions team operates within budget constraints.
General responsibilities
• To ensure that all Admissions activity is delivered in line with legislative 

requirements and the Independent Schools Council Code of Practice.
• To comply with applicable professional ethical guidance and all relevant internal 

rules, policies and procedures, including those relating to health and safety, data 
protection, IT security and all those contained within the issued staff handbook. 

• To undertake other duties and tasks that from time to time may be required and 
that are appropriate to the role. 



Person Specification 

Education
• Minimum 5 GCSEs including English and Mathematics or the equivalent.
• Ideally, educated to degree standard.

Skills/ Knowledge/ Experience

Essential
• Previous experience in the education sector with involvement in pupil recruitment.
• Demonstrable understanding of the independent school sector.
• Competent in the principles of database management.
• Excellent organisational and administrative skills.
• Excellent written and oral communication skills.
• Highly articulate and a skilled influencer.

Desirable
• Full UK driving licence.
• Brand management and marketing experience.
• An understanding of the London independent school's market. 



Salary & Benefits

This role is offered up to a salary of £40,000 per annum (pro rata), dependent upon 
experience. 
We also offer a range of benefits: 
• 25 days annual leave plus public holidays (pro rata).
• Pension Scheme enrolment.
• Subsidised private healthcare scheme.
• Free school lunches during term time.

This role is offered on a term-time-plus basis, with an expectation that the successful 
candidate will work full-time during term time and part-time during school holidays. 
Some flexibility can be negotiated with the successful candidate. 
Hours of work will be 8 hours per day, between the hours of 8:00 am and 6:00 pm; 
however, the successful candidate will be required to work additional hours to 
accommodate evening or weekend events, such as Open Mornings or School Fairs.



HOW to apply 

A letter and a fully completed application form should be sent to:

Samantha Bromige, Head of People & Communication, Northwood Schools, 29b 
Sudbrooke Road, London SW12 8TQ or emailed to People@ northwoodschools.com 

Closing date: 1:00 pm, Tuesday, 24 August 2021.

Interviews will be held during the first and second week of September . 

For further information about our schools please visit our website,
www.northwoodschools.com

Northwood Schools are committed to safeguarding and promoting the welfare of young 

people. The successful applicant will be subject to an enhanced DBS check.



29b Sudbrooke Road
London

SW12 8TQ
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