
The foundation of  
a rewarding career

THE GRAMMAR SCHOOL
Boys 10 - 18 years

THE HIGH SCHOOL
Girls 11 - 18 years

THE NURSERY
6 weeks - 4 years

FAIRFIELD PREP SCHOOL
Boys & Girls 3 - 11 years

THE AMHERST SCHOOL
Boys & Girls 4 - 18 years



We believe, with some justification, 
that there really is nowhere  
quite like the Loughborough 
Schools Foundation. 

Boys & Girls 4 - 18 years 6 weeks - 4 years Boys 10 - 18 years Girls 11 - 18 years



We are a progressive, charitable Foundation comprising a 
Nursery, two complementary Prep Schools and three high 
achieving Senior Schools; The Grammar School for boys,  
The High School for girls and Amherst School, a non-selective, 
co-educational School, all sharing exceptional resources and 
one beautiful, extended campus in the heart of Loughborough.

Our Schools family embraces some 2,000 pupils and 750 staff 
engaged in giving and receiving an education to cherish.  

An education where academic achievement is balanced 
by moral guidance, happiness, courtesy, opportunity and 
a tangible kindred spirit within which everyone is known, 
understood and valued.

Should you choose to apply for this important position,  
we look forward to welcoming you and helping you to discover 
more about the Foundation, its history and its future.

Boys & Girls 3 - 11 years



T: +44 (0)1509 283700   |   E: recruitment@lsf.org

mailto:recruitment@lsf.org


Loughborough and  
the East Midlands
Loughborough is a thriving university town of about 65,000 
people (supplemented by 17,000 students in term-time) with 
a feel of a much larger conurbation. It has a strong sense 
of community and is very well provided for with amenities 
including two cinemas, museums, parks and a very wide range 
of shops and restaurants and a popular market on Thursdays 
and Saturdays. The three cities of the East Midlands (Leicester, 
Nottingham and Derby) are all half an hour away by car – less by 
train, and all include outstanding cultural and sporting venues.  
The town itself is surrounded by picturesque villages in the 
rolling Leicestershire countryside.

The East Midlands are extremely well connected to the rest  
of the country through an excellent network of transport links. 
Loughborough is 75 minutes by train from St Pancras in London, 
and the M1 lies only 3 miles from the town centre. East Midlands 
international airport is just to the North of the town.  
In addition, this is one of the rare regions in England where 
property prices remain at a relatively affordable level for 
teachers with young families.

T: +44 (0)1509 283700   |   E: recruitment@lsf.org

mailto:recruitment@lsf.org
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POST:   Assistant Registrar  

RESPONSIBLE TO:  Registrar 

Introduction to Loughborough Schools Foundation 

Loughborough Schools Foundation is a charitable foundation of four independent schools in the 

heart of Loughborough, educating children from 3 to 18 years. It comprises Loughborough 

Grammar School (boys, 10 - 18 years), Loughborough High School (girls, 11 - 18 years), 

Loughborough Amherst School (Co-educational, 4 - 18 years) and Fairfield Prep School (Co-

educational, 3 - 11 years). In addition, the Loughborough Nursery (6 weeks - 4 years) is our day 

nursery which opened in 2016.  

The Schools are situated on neighbouring campuses close to the town centre and enjoy an 

excellent reputation for their academic, cultural and sporting achievements and for the quality of 

their pastoral care.  

A shared admissions function supports the four Foundation schools and Loughborough Schools 

Foundation is seeking to appoint an Assistant Registrar to assist the Registrar at Loughborough 

Grammar School on recruiting day and boarding pupils. The role forms part of a central admissions 

team.  

All Registrars assist the Director of Marketing, Admissions and Commercial in managing and 

delivering an efficient, warm and welcoming admissions programme, ensuring a professional 

service to parents, pupils, feeder schools, staff and the wider public. The Foundation expects staff 

to demonstrate a high level of commitment and reflect the School’s ethos when dealing with all 

stakeholders.   

 

A requirement of this post will be attendance at evening and weekend events.  

Job Purpose 

• Work with the Registrar to implement recruitment strategies to ensure that the recruitment 

targets across all year groups are met.   

• Manage and co-ordinate aspects of registry and admissions work throughout the School, as 

directed by the Registrar.  

• Foster and develop excellent relationships with prospective parents  

Admissions 

• Deal with enquiries pertaining to admission to the School. Ensure a prompt response for all 

admissions enquiries (telephone, email, postal or in person). Ensure a continuous flow of 

communication and information for prospective families, guardians and agents. 

• Receive and process prospectus requests, Taster Day and Open Morning registrations. 

• Arrange tours for prospective parents and pupils. 

• Make the necessary arrangements for all meetings of prospective parents and pupils by a 

member of SLT. Provide all information to the relevant parties before each tour. 

• Arrange for prospective pupils to spend time in School and undertake assessments. 

• Co-ordinate all administration for the entrance examinations. This involves registering, 

overseeing the provision of information, testing and scholarships.  
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• Ensure all staff complete marking of assessments by the required deadline and information 

is disseminated appropriately. 

• Ensure the Deputy Head (Academic) has academic information necessary to advise 

prospective parents on option choices and for timetabling purposes. 

• In conjunction with the Registrar, record and prepare all offer paperwork. Dispatch of 

contracts and relevant paperwork. 

• Obtain, chase and process all information required to complete the entry process for 

prospective pupils joining the School. 

• Preparation and collation of data for all new pupils, ensuring relevant Heads of Year are kept 

up to date and all new parents are prepared for their child’s start at the Grammar School. 

• Liaise with Heads of Year over the form lists and the Head of Academic Support for pupils 

with individual needs. 

Data and Record Keeping 

• Keep the School’s admissions database up-to-date, with all enquiries/records of prospective 

pupils and registrations. Make information available for regular meetings. 

• Transfer of pupil information onto the database once places are accepted. 

• Collate information on all enquiries made to the School, ensure follow ups are carried out 

and computerised data processing and records are kept up-to-date. 

• Record destination of leavers. 

Events 

• Administrate, co-ordinate, and attend admissions events including Open Days, Taster Days, 

Outreach Events, Recruitment Fairs and Induction Evenings. These events are usually at 

weekends and evenings.  

International 

• Work with the Registrar to maintain the required levels of international recruitment.  

• Ensure appropriate material is in place for Agents, to support them in their efforts to market 

the School.  

• Make necessary arrangements for any overseas travel for recruitment purposes, including 

sending all relevant marketing material/collateral ahead of any overseas trip. 

• Support Registrar with interviews by ensuring all arrangements and equipment are in place. 

• Process contractual documentation associated with the offer and acceptance of places in 

conjunction with relevant staff. 

General 

• Maintain the highest professional standards of communication whether in person, or using 

other communication methods. 

• Ensure that the brand guidelines are followed on all external communications. 

• Develop and maintain professional, productive relationships with all members of staff within 

the School. 

• Work closely with all Registrars to ensure that families enquiring about places in any of the 

Foundation Schools are offered a seamless and professional experience. 

• Have knowledge of all Foundation schools in order to effectively advise families on the 

educational choices available. 
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• Provide holiday cover to team members. 

• Commit to professional development through participation in appropriate training to ensure 

that skills remain up-to-date.   

• Work in accordance with the School’s policies and procedures. 

This is not a static or exhaustive list of duties. The Admissions team are expected to be flexible, to 

meet the needs of the Loughborough Schools Foundation community. 

Person Specification 

Experience and Knowledge 

• Understanding and belief in the aims and ethos of an independent boarding and day 

education.  

• Demonstration of passion and commitment for the role 

• Experience of SIMS and working in a school, is desirable but not essential 

• ICT literate; competence in standard office software (word-processing, presentation and 

spreadsheets); an understanding of databases and the importance of accurate data 

• Ability to prioritise and experience of organising multiple tasks/projects with tight timescales. 

Skills  

• Exceptional administration, time management and organisational skills. 

• Excellent inter-personal, organisation and administration skills. 

• Be able to communicate effectively with an excellent telephone manner and friendly 

approach.  

• Attention to detail, working well under pressure and reliability in meeting deadlines and 

persistence in seeing a project through to the completion. 

• Be a highly credible ambassador for Loughborough Schools Foundation. 

Attributes 

• Personal warmth; a genuine desire to offer an outstanding service. 

• Pro-active; with a positive and enthusiastic attitude. 

• A good team player. 

• Reliable; well organised and with good attention to detail and deadlines. 

• Initiative; drive and enthusiasm. 

• Flexibility; not every task will fit into a standard working day and the position requires work at 

weekends and evenings. 

• A good sense of humour. 

Hours of work 

Full-time, 36.25 Hours per week. 

Standard work pattern: 08.45 – 17.00 (Monday to Friday)  

Please note the role requires a willingness to attend open days and other admissions related 

events which will require evening and weekend working.  

Salary and benefits 

• Anticipated salary, £23,000 to £26,000 per annum, depending upon experience 
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• 20 Days holiday per year (plus Bank Holidays) 

• The post holder will be permitted to take time off in lieu, with agreement from their line 

manager for the additional hours worked at weekends  

• Contributory pension scheme and staff health benefits 

• Members of staff are entitled to a substantial reduction in fees for the children at any of the 

four Foundation Schools 

• School lunch is provided free of charge during term time 

How to apply 

To apply, candidates should complete the application form, including the supporting information, 
which can be found on our website: https://isw.changeworknow.co.uk/lsf/vms/e/careers/search/new 

Please email recruitment@lsf.org with any questions about the role. 

The deadline for receipt of applications is 10:00 on Monday 18 October 2021 

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

young people and expects all staff and volunteers to share this commitment. Applicants must be 

willing to undergo child protection screening appropriate to the post, including checks with past 

employers and the Disclosure and Barring Service 

Loughborough Schools Foundation (logo) 

3 Burton Walks 

Loughborough 

LE11 2DU 

Tel: 01509 283700 

https://lsf.org 

https://isw.changeworknow.co.uk/lsf/vms/e/careers/search/new
mailto:recruitment@lsf.org
https://lsf.org/
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