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An independent prep school for girls aged 3 through to 11
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"This little school, succinctly summed up by one happy parent as
‘nurturing within a structured learning environment,’ is one to watch...
the staff routinely inspire, motivate and nurture, with that ever-present
Lyonsdown smile.”                      Good Schools Guide, September 2019

Person Specification



1

PAGE 02

PURPOSE OF THE ROLE

to support families through their Admissions journey from first contact through to joining the
School
to proactively and positively promote the School through a variety of marketing and
communication activities 

We are looking for an outstanding individual to develop and deliver all aspects of our Admissions
and Marketing activities. This is an important position, and the successful candidate will be joining
Lyonsdown at an exciting time – as we become all-girls and launch our new strategic plan. 

The key purpose of the Admissions and Marketing Co-ordinator's role is:

Reporting to the School Business Manager, where we are currently also recruiting to this post,
your role will be to capture and share updates on what makes Lyonsdown special in our day-to-
day school life as well as to communicate the exciting changes and developments we have
planned – to both our current and prospective parent community. 

The candidate will also be responsible for undertaking all aspects of our Admissions – to pro-
actively sell the School to prospective parents and to support their journey to join Lyonsdown by
delivering exceptional customer care which best reflects our family-focused community. 

This is an exciting opportunity for the right candidate to grow, shape and develop all aspects of
the School’s admissions and marketing. We are looking for a friendly and positive ‘can-do’
attitude, an organised approach and excellent customer-facing communication skills.  Previous
admissions and marketing experience are essential to ensure the candidate can ‘hit the ground 
running’ in our busy school environment. The candidate will be supported and guided by our
external consultant to facilitate a good induction to independent school admissions and
marketing. 

 

“This little school, succinctly
summed up by one happy parent as
‘nurturing within a structured
learning environment’, is one to
watch…”
Good Schools Guide,  2019
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ADMISSIONS:
Undertaking all aspects of Admissions with the overarching goal of pro-actively selling the
School to prospective parents. This will be achieved by delivering outstanding customer
service to all prospective families by:

Establishing and maintaining frequent and highly personalised contact with all enquirers
(via telephone, email, website or face to face)
Undertaking quality and timely follow-ups with prospective parents, encouraging them to
take the next stage in the Admissions process

Managing, organising, promoting and attending open events (virtually or face-to-face) that
showcase the School and offer the very best experience possible to prospective families

Arranging, planning and administering individual weekday visits by prospective families:
Meeting and greeting all prospective families and talking to them about the School as well
as discussing their admissions needs
Providing relevant information to the Co-Heads/members of staff who will meet with the
family, as well as gathering information about the family post visit for use in follow-ups
Where needed, to give tours of the School (in full or part)

Working with the Finance Officer:
To ensure a smooth and seamless service regarding the payment/processing of
registration fees and deposits 
To ensure that families are given all the support they need with regard to fee support
options e.g. 15 hour government funding, Bursaries

Maintaining and sharing up-to-date records and statistics for all stages of the Admissions
process:

Generating and logging all correspondence on all enquiries, prospectus requests,
registrations and applications and updating the School’s management information system 
Maintaining relevant records to track families through their customer journey at
Lyonsdown, ensuring the School’s admissions databases are up to date
Ensuring all relevant admissions records and statistics are accurate and up to date to
support discussion at a weekly Admissions meeting 
Monitoring current and future School roll numbers, keeping the Co-Heads, SLT and
Governors informed on a regular basis regarding the status of application numbers
Working closely with the Co-Heads to monitor any School leavers and impact on the
School Roll, working together to encourage retention 
Providing an Admissions and Marketing report for each full Board meeting, and for Board
Committees as required, outlining progress in meeting recruitment and retention targets,
as well as feeding back event and marketing activity. 
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Working closely with teachers and staff to plan, collect or create a steady stream of
proactive, relevant and timely newsworthy stories that, where possible, demonstrate what
makes Lyonsdown School special (our academic excellence, nurturing environment, and
preparation for a broad range of Senior Schools). The Marketing Co-ordinator will be
required to write, curate and proof engaging news and publish via: 

Daily online updates on our social media feeds (Facebook, Twitter and Instagram)
Weekly updates on our website
Weekly round-up of news for parents, written by the Co-Heads
Half termly e-newsletter – produced on ‘Adobe Spark’ 
Timely social media campaigns or content e.g. 'back to school' or induction themed
Our annual magazine – Lyonstales. The Marketing Co-ordinator will work closely with the
School’s external designer to produce the magazine, supplying all photographs and
content, signing off proofs and organising print production 

Managing all aspects of photography including: taking photographs (and where appropriate
video) to accompany news stories and other promotional material, arranging professional
photo shoots (within COVID requirements) and, critically, managing all aspects of photo
consents 

Making and undertaking (writing engaging copy, editing and proofing, sourcing photographs,
designing) the School’s promotional materials including: 

Ensuring all content is regularly updated on the website - that the information is up-to-
date, accurate and relevant 
Booking and managing the School’s advertising (printed, online, banners etc) - liaising
and negotiating with the media/printers to get the best return on investment, as well as
working with the School’s designer to create eye-catching adverts that best fit the
School’s current marketing objectives
Creating email campaigns for open events or promotional activities
Updating and maintaining the School’s entries in various directories, guides and
websites as required
Updating, creating and organising the printing of marketing publications or promotional
materials for prospective parents (either using Canva or working with the School’s
designer) including flyers, prospectus pack updates, induction handbooks, joining packs,
open day information packs, ‘Little Lyons’ activity packs etc 
Sourcing and ordering any merchandise that is required (e.g. for new joiners or Year 6
leavers)

Organising promotional outreach activities 

Monitoring and adhering to the marketing budget in 

 

     including liaising and building relationships with 
     feeder nurseries, estate agents etc. 

     partnership with the Finance Officer 

These key responsibilities are not exhaustive and 
therefore the candidate should be willing to undertake any 
other Admissions and Marketing related tasks as may be 
reasonably required.

MARKETING
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A minimum of 2 years marketing experience, ideally in a customer-focused industry, with
hands-on experience of successfully implementing a broad range of marketing
communications 

Experience (or transferable experience) of customer service based work, successfully
selling to customers, or servicing customers’ needs

Excellent interpersonal skills: to be confident and positive, with the ability to quickly establish
rapport with current and prospective parents and good working relationships with teachers,
staff and all members of the School community.  

Excellent written communications skills: the ability to write engaging correspondence and
content along with an excellent command of the English language where strong
proofreading abilities, commitment to accuracy and attention to detail are essential

Experience of digital marketing for business – specifically using social media and updating
websites

Creative skills, with a good eye for design and photography; knowledge of Canva or similar
design tools would be desirable 

Excellent administrative skills: with good organisational skills, strong computer literacy and
the ability to work effectively with the interruptions of a busy school office

Absolute discretion and the ability to respect confidentiality at all times

Being able to work collaboratively and collegiately, welcoming input from others to achieve
excellent outcomes. Being a team-player, giving and receiving support from colleagues as
needed to deliver for the School 

The ability to pick things up quickly.  We are 

 

 

      looking for a candidate with a pro-active approach 
      who relishes the opportunity to quickly make a
      positive impact. 

Prior experience of having worked in an educational 
establishment, or in admissions, is desirable although 
not a pre-requisite. It is more important that the 
candidate can understand and appreciate the benefits 
an independent education would offer.
   
The candidate needs to be supportive of, and willing to
uphold, the ethos and values of the School at all times. 

PERSON SPECIFICATION
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We are looking for a candidate who can demonstrate:



TERMS OF EMPLOYMENT 
& HOW TO APPLY
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This is a term time role, plus 7 weeks of flexible working during the school
holidays (with some work undertaken in school and some undertaken
remotely, by agreement).
The role is for 30 hours per week, Monday to Friday, ideally in school each
day or, with agreement, four days per week. There will be some mutual
flexibility on the working hours for the right candidate. There are, however,
a small number of admissions events (e.g. Open events) and Governor
meetings which may take place in the evenings or at weekends where the
candidate would be required to attend (and for which time off in lieu may
be given).

Please complete our Lyonsdown School Trust Ltd Application Form
electronically, and save it as a PDF, including a statement in support of
your application in Section 7 which should explain what particular skills
and  attributes you bring and how you fit the position.
Return your completed form and our Equal Opportunities monitoring form,  
along with any additional information you may need to send relating to
Section 10 of the Application Form, by email to
recruitment@lyonsdownschool.co.uk  
Please include your name within the file names of all documents you send
via email. 

Hours of work: 

Holidays: 
To be confirmed with candidate at interview. 

Salary: £24 - 28k FTE
To be agreed depending on qualifications and experience. 
Lunch is provided free of charge to all staff. 

How to apply: 

All applications will be acknowledged by email and if you have not had
confirmation of receipt within one working day of submission, please contact
our external marketing consultant, Louise Hitchen, on her mobile:
07736 176973.

Closing date: 1st September 2021, at 11.59pm. 

We are committed to safeguarding and promoting the welfare of children and
young people and expect all staff and volunteers to share this commitment.
This post is subject to enhanced DBS and other checks in line with safer
recruitment best practice.

Registered charity No. 312591



5 BACKGROUND 
TO THE SCHOOL

We are proud to be an academically non-
selective school. We offer places to girls who we
believe will thrive, develop and benefit from all
the opportunities on offer. 
We offer a friendly learning environment, which
respects each child as an individual and where
pastoral care and pupils’ personal development
is a significant strength as recognised in our
2019 ISI inspection where this was judged to be
‘Excellent.’ 
We have a high degree of specialist teaching,
including in English and Maths from Y4 onwards,
Science from Y2 onwards and in Art, French,
Spanish, Music and PE from Pre-Reception or
from Reception onwards. 
Although a gentle Christian ethos underpins our
school, it is a diverse and multi-cultural
community, reflective of the surrounding area.
We are proud that our 2019 ISI inspection
recognised that "pupils are very accepting of
diverse backgrounds and enjoy learning first-
hand from their friends about their cultures
and faiths.” 
We also pride ourselves on the range of
opportunities we offer and the inspectors
commented that “Pupils thrive on the many
opportunities they are given to discover their
interests and excel in a variety of areas
outside the classroom.” 

Approach & ethos Location
Lyonsdown is situated in a quiet, residential area
of Barnet with good access from other parts of
London, as well as from parts of Hertfordshire
and Essex, both by road and by public transport.
The M25, A1 and M1 are easily accessible.
There is on-street parking available. Whilst many
of our families are local, living within or near
Barnet, others travel from the surrounding area. 

History
Lyonsdown was founded in 1906 as ‘a new
school for girls and kindergarten.’ It opened in
the house we continue to occupy today and it
has been redesigned and extended over the
years to create an excellent learning environment
that both maximises our site and manages to
retain the early 20th century character of our
building. The School became a Charitable Trust
in 1973. 

Future: School Developments 
Having launched our ‘All girls’ vision in January
2019, this Spring saw us moving that forward
with updated aims and vision being shared with
all our staff. Our 2021-2024 Strategic Plan will be
shared in September and our Co-Heads are on
board and excited to focus particularly on
developing an ‘All girls’ learning environment and
our STEAM provision, moving Lyonsdown from
‘Good’ to ‘Excellent’ in all areas for our next
inspection. 

“There are happy schools and there
are schools that make you grin 
from ear to ear – Lyonsdown falls
firmly into the latter camp.” 
Good Schools Guide, September 2019
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We regularly take part in their various Inter-
School competitions particularly in Sports and
in Art, where seven pieces reached their
National finals this year. 
Lyonsdown is proud to be in the Good Schools
Guide – the full review can be read here. 
We are a ‘Girls on Board’ school.

Leadership & staffing
From September, Lyonsdown will be led by our two
Acting Co-Heads, focussing respectively on
delivering Academic and Pastoral excellence for all
our girls. Both bring considerable experience
having already been working together as members
of Lyonsdown’s Senior Leadership Team. 

Lyonsdown has a committed and well-qualified
teaching staff, with a high staff to pupil ratio.

Admission to the School
Girls can join Lyonsdown at the age of three into
our Little Lyons Pre-Reception class, or if space
permits, into our Reception class.  Our 2019 intake
into Pre-Reception was our first ‘All girls’ year 
and we will officially become ‘All girls’ throughout
from this September as all our remaining boys will
have moved on to their new schools. 

Associations & Accolades 

“Space seems magically abundant” 
Good Schools Guide, September 2019

In the last 4 years, Year 6 girls have received 29
Scholarship offers across 117 school place offers.
 This year seven scholarships were offered to our
Year 6 girls. 
Our pupils go on to a range of selective
independent and maintained schools – a full list
can be seen on our website and our 2019
inspection recognised that our pupils’ “attainment
in English and Mathematics is high so that they
are successful in gaining entry to their senior
school of choice.” 

The School is housed in an attractive period
property with sympathetic extensions. The original
house is home to our Lower School, Year 3,
Learning Support base, Music Room, Art Room,
administrative offices and staff room. 
The School benefitted from the addition of a
standalone Gym/Hall about 25 years ago. This
was further extended and joined to the original
house in 2005 to provide four classrooms which
are now occupied by the Upper School and a
dedicated IT suite.
The original garden has been redesigned
creatively and offers attractive outdoor play and
learning areas, including a hard court marked out
for netball, football and other sports.
Our refurbished Year 4 classroom, Library and
Science Lab, new Kitchen, Dining room and multi-
purpose ‘Small Hall’ were all opened in 2019.

School destinations & Scholarships 

School facilities & developments 
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