
  
Role Profile 

 
Admissions Coordinator  
 
 

 

Directorate:    Admissions & Marketing  
Responsible to:    Admissions & Foundation Manager  

People Responsibility 
Location: 
Contract:    
Salary:                      

   None 
     On Campus 
      Permanent, Full Time   
      Dependant on experience                                                     

 
 

Role outline and purpose 

The Admissions Assistant is responsible to the Admissions & Foundation Manager and will assist in ensuring 
we deliver excellent service to potential pupils and their families, including Foundation families, at every stage 
of their admissions journey through the smooth running of the admissions process from initial enquiries, through 
to registration and enrolment.  

The role requires excellent organisational and administrative skills with outstanding attention to detail alongside 
the ability to work as part of a team and the ability to adapt in a faced paced environment.  

This is an ideal position for a candidate with previous school admissions experience or someone with the 
background knowledge of working in an education setting who wishes to be involved in the ‘life’ of a school 
community.  

This role is predominantly 8.30am – 5.30pm Monday to Friday but some weekend and evening work will be 
required. 

Role responsibilities 

 
To include but not be limited to:  

 Dealing with phone, website, online chat, and email admissions enquiries to deliver outstanding 

customer service  

 Sending out marketing and admissions literature both by post and email to prospective parents 

 Co-ordinating all visits for prospective parents and following up on these in a timely manner 

 Assist in our regular programme of Open Mornings and other special events for prospective parents 

 Processing pupil applications, registration and acceptance forms 

 Communication with prospective parents regarding exams and assessments 

 Invigilating online tests and assessments 

 Updating and coordinating joiner’s information and disseminating information to staff as required 



 Maintaining the admissions databases ensuring that they are accurate and always up to date, including 

change of status requests  

 Maintain school records for both prospective and current pupils 

 Assisting with taster day arrangements, emails and letters etc. 

 Arranging and attending new pupil induction days 

 Assisting with scholarship application processing and communications 

 Managing database of visas/passports details as required by UKVI – current and prospective pupils 

 Assist with the provision of reports in relation to pupil numbers to the Director of Admissions & Marketing 

 Any other tasks required by the Admissions Manager  

 Carrying out any such duties as may be reasonably requested by the Director of Admissions and 

Marketing 

   Person Specification 
 Excellent verbal and written communication skills  

 Good attention to detail 

 Engaging, warm and approachable manner 

 Ability to work effectively under pressure 

 Quick learner and a can-do attitude 

 Competency and confidence with Microsoft Office (Word and Excel) essential, experience of using 
databases desirable 

 Previous experience of working within the independent school sector an advantage. 
 

 

  The Department: 
 Director of Admissions & Marketing 

 Marketing & Communications Manager 

 Admissions & Foundation Manager 

 Admissions Coordinator 

 Admissions Assistant 

 Two Receptionist/Secretaries 

 
The College  
An Overview of Lord Wandsworth College 
  
Situated on a magnificent 1,200- acre campus of rolling countryside, woodland and a working arable farm, Lord 
Wandsworth College (LWC) provides an inspiring education to approximately 660 boarding and day pupils 
aged 11-18.  
 
LWC is thriving under the leadership of Adam Williams who became Headmaster in 2015. Its increasing 
popularity has been reflected in rising pupil numbers, and a transformational vision for education has led to 
major investment in the campus and facilities. The latest, and most significant, of these capital projects is an 
£8million state-of- the-art Science Centre, due to open early in 2022. This is a dynamic and highly successful 
school on a clear upward trajectory. 
  
  
History  
Lord Wandsworth College is named after Baron Sydney Stern, a Liberal MP and the second son of a City 
banker. Granted a peerage less than four years after winning the seat of Stowmarket in 1891, Stern took the 
title of Lord Wandsworth in reflection of his many links with the area. 
  
When Lord Wandsworth died in 1912, he left a generous bequest to educate the children of agricultural workers 
– children who had lost one or both parents and needed the support of a boarding environment. 
  



Lord Wandsworth’s Trustees purchased the site on which the College now stands and the first Foundationers 
arrived in 1922, followed by fee-paying pupils in 1945. 
  
The Foundation 
Committed to upholding the wishes of Lord Wandsworth, every year the Lord Wandsworth Foundation offers 
approximately 50 assisted Foundation places. 2,500 Foundationers have passed through the College since its 
inception. 
  
The Foundation exists to help children who have lost the support of one or both parents through death, divorce 
or separation and require a caring and supportive boarding environment in which to thrive. It is led by a team of 
Trustees, all of whom are governors of LWC and live in the local community. 
  
The day-to-day running of the Foundation, including the selection of Foundationers, is handled by the 
Admissions team and the Foundation Tutor, who work alongside the Development Director to promote the work 
of the Foundation. 
  
5 Pillars  
Our 5 Pillars define a Lord Wandsworth education. They are: 
  
+1 Do One More Thing 
These are the small acts of kindness which all members of the LWC community strive to make part of their daily 
lives. The emphasis is on the one thing that each person can do to make a conversation or interaction with 
another person that little bit better. 
  
+2 Be Two Years Ahead 
+2 is a phrase that is well-used at LWC. It is an aspiration and a mindset which encourages pupils 
to stretch themselves two years beyond their current academic level. It’s about inspirational teaching and 
learning, making connections, sharing knowledge and thinking differently. 
  
+3 Wellbeing and Happiness 
LWC aspires to be the most incredible place to live and work for both pupils and staff alike. The College 
believes happy children are successful children and there is a strong focus on welfare, wellbeing and good 
mental health: the triumvirate of the +3 philosophy. 
  
4 Pupil Voice 
Schools flourish when pupils have a meaningful, positive input and impact within their environment, and LWC 
aspires to be the leading school in the UK in terms of pupil voice. Pupils are involved in campus master-
planning, exterior and interior building design, staff appraisal, academic feedback, and further enriching the 
College’s dynamic culture. 
  
5 Character Education 
Cognitive ability is not the only thing that determines a child’s life chances. Character can shape one’s destiny. 
Character is not inherent; it is born of positive experiences and it can be taught. Character attributes of 
Fairness, Generosity, Empathy, Loyalty, Gratitude, Courage, Engagement, Creativity, Perseverance, Optimism, 
Self-control, and Curiosity are taught intentionally at LWC, and a commitment to character education runs 
throughout the educational experience 


