
Post: Admissions and Marketing Officer (Maternity Cover)

Responsible to: Director of Admissions and Marketing

Primary Purpose

To support the management and operation of all aspects of pupil recruitment and staff recruitment

within prescribed processes.

Key Accountabilities

● Manage admissions enquiries and new starter processes efficiently and effectively ensuring

that all correspondence and supporting documentation is prepared, issued and logged in

line with the school’s high standards.

● Ensure that paper and electronic records for prospective, current and leaving pupils are

maintained in an accurate and timely manner to ensure compliance at all times.

● Liaise with staff across the school and with the Finance department to ensure that required

information on prospective, current and leaving pupils is shared efficiently and effectively.

● Assist the Director of Admissions and Marketing with ongoing improvements to admissions

and marketing information, forms and publications.

● Support the Director of Admissions and Marketing and other senior staff with organising and

planning school events, including open days, exhibitions and Speech Day.

● Take photos and videos across the school, including events, and share as appropriate in

school publications and on social media.

● Contribute to the smooth running of the Office team, providing cover for colleagues during

term-time and school holidays.

● Assist the Nurseries’ Manager with brand management, social media, website review and

image control.

● Support the Head’s PA with all aspects of staff recruitment and the updating of the

associated regulatory records to ensure compliance at all times.

Qualifications, Experience and Skills

● Experience in admissions and marketing, ideally within a school environment.

● Strong understanding of image and branding, with a track record of using social media

effectively.

● Experience of photography and video recording, with an eye for a good picture.

● Outstanding administrative skills with strong attention to detail and excellent

record-keeping.

● Strong organisational skills, including prioritisation and finishing tasks to completion with

limited supervision.

● Excellent written and verbal communication, with both children and adults.

● Personable and professional with a calm and friendly approach.

● Strong working knowledge of Google and Microsoft suite of office products and, ideally, an

experienced user or a school information management system (preferably SchoolBase).

● Experience of recruitment/HR is desirable, particularly with knowledge of a school’s Single

Central Record of Appointments (SCR).



● Resilience and flexibility to cope with diverse and conflicting demands, with a calm and

logical approach to solving problems.

● Confident and competent working alone as well as within and across teams.

What is set out above amounts to a statement of what may be regarded as minimum expectations,

not an exclusive summary and may be amended at the reasonable discretion of the Head to meet

the changing needs of the school.

The school is committed to safeguarding and promoting the welfare of children and expects

all staff and volunteers to share this commitment.


