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The School 
As one of the leading independent schools in the country, St Helen and St Katharine is an exciting 
place to work and appointing the very best staff is integral to our success. 
 
St Helen’s is a welcoming school where students feel able to be themselves and relationships 
between students and staff are highly valued. It is a happy place where fun and laughter are 
central elements of the school day. 
 
Eager to learn, and motivated to do their best, our students take advantage of the many 
opportunities on offer. We encourage them to challenge themselves and to take risks, both 
academically and beyond the classroom; we are also committed to creating a secure and 
supportive environment in which students feel they can make mistakes as they learn. 
 
St Helen’s is a school where success is celebrated but not revered. Our students achieve excellent 
academic results and our goal is to ensure that every girl achieves success as she defines it, so that 
she can believe in herself, her talents and abilities, and so that she will feel prepared and equipped 
for life beyond school. 
 
The School was founded in 1903 to provide a Christian education for girls in the Abingdon area. It 
was joined in 1938 by St Katharine’s in Wantage. The School is located on a single campus-style 
site of beautiful Edwardian and modern buildings set in 22 acres of grounds, on the outskirts of 
Abingdon, some six miles from Oxford. An extensive school bus network facilitates a catchment 
area that includes Oxfordshire, Berkshire and Buckinghamshire. 
 
The School is a thriving community of 712 students aged 9 to 18 years including 186 in the Sixth 
Form and a small Junior Department comprising one Year 5 and one Year 6 class. St Helen’s offers 
students an outstanding academic education and a rich and varied life beyond the classroom 
including excellence in sport, the creative and performing arts and a superb range of 
extracurricular clubs and societies. 
 
Whilst there is a strong commitment to girls’ education, close links with Abingdon School add a co-
educational dimension. These links include some subjects taught jointly in the Sixth Form and 
much collaboration in music, drama, extracurricular activities and socially at all ages. 
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The site 
School facilities are excellent. The original school buildings date from 1906 and over the last ten 
years a significant capital programme has been undertaken with many new additions to the 
campus including a superb library with lecture theatre and IT suites. A new £7 million Science 
Centre opened in September 2014 providing 12 new laboratories, breakout spaces and a three-
storey glass atrium. A new 3D Design Workshop and Design Hub opened in 2015 and a new Sports 
Centre in 2016.  

 

 
 

The staff 

The School staff body comprises 200 plus 
employed staff (teaching and support), plus sports 
coaches, casuals, volunteers, governors and 
visiting music teachers. Staff are well-qualified, 
conscientious and share a strong belief in the 
School ethos. With a passion for their subjects and 
a real focus on teaching and learning, there is 
excellent rapport between the students and staff. 
Staff are strongly committed to the provision of 
academic, enrichment and extracurricular 
opportunities through clubs, societies, trips, 
lectures and other events. The School supports and  
celebrates the professional development of all of its staff. 

Academic achievements 

Our excellent academic record is the result of 
thought- provoking, committed teaching that 
brings subjects alive, encouraging students to 
extend themselves, whilst allowing them time 
and space to grow in confidence. 
 
In 2021, St Helen’s students achieved the 
following results: 
A level: 79.7% A*-A, 95.8% A*-B 
GCSE:  81% 9-8 grades, 94.9% 9-7 grades 
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The role 
The Admissions Officer is a key member of the School’s admissions team. Working closely with 
the Registrar and alongside another Admissions Officer, they are responsible for ensuring the 
smooth running and successful completion of the admissions process, from initial enquiry 
through to the student joining the School. 
 
We seek a confident professional with proven organisational and administrative skills. It is 
essential that the post holder has excellent communication skills, both verbal and written, and 
is able to maintain a high level of efficiency and remain calm under pressure. 
 
The successful candidate will take up the post from either December 2021 or January 2022 and 
will report to the Registrar. 

 
All staff share the responsibility for promoting and safeguarding the welfare of the students, in 
accordance with the School’s safeguarding policies. 
 

Responsibilities 
Admissions 

• Maintaining currency and accuracy of the admissions records and database including the 
input of enquiries, registrations, visits, and decisions  

• Building and maintaining effective relationships with prospective families from initial point 
of enquiry to enrolment, by telephone, email and face to face 

• Assisting with the administration of the admissions process including all main entrance 
assessments, scholarship assessments and interviews and any additional assessments 
throughout the year  

• Assisting with tracking admissions data eg registrations year on year and event conversion 

• Deputising in the absence of the Registrar 
 

Events 

• Arranging prospective parent visits both in person and virtual together with supporting 
administration 

• Involvement and assistance with planning, organising and delivering admissions events 
both in-school and virtual, such as Open Days, Headmistress’s Breakfasts, Sixth Form 
experience days, taster days, entrance assessments, induction days and feeder school 
events 

• Gathering of feedback on admissions events 

• Receiving prospective families to the School and acting as a suitable ambassador  

• Ensuring full and accurate supplies of School’s promotional publications 

• Collaborating with staff and current students regarding event organisation and 
management 

 
Communications and marketing  

• Maintaining admissions information on the school website and in printed material and 
updating as required 

• Producing clear and engaging communication to prospective families regarding admissions 
events and processes 

• Helping to identify opportunities for updating and improving admissions marketing 
materials 
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Other 

• Undertake any other reasonable tasks as deemed appropriate by the Registrar 

• Ensuring public spaces for visitors eg reception waiting area, are suitably presented 
 

The person 
Skills/abilities 

• Excellent communication skills, both verbal and written.  

• Excellent organisational and administrative skills  

• Ability to manage multiple tasks simultaneously 

• Ability to collaborate at all levels and cross-functionally 

• Thorough, with an excellent attention to detail 

• Efficient time management skills, with the ability to work calmly under pressure and to a 
deadline 

• A high level of computer literacy essential; competent user of the Microsoft Office suite, 

knowledge of school databases highly desirable  

• Ability to work in a team or individually 

 

Experience, knowledge and qualifications 

• Experience of event management is highly desirable/ essential  

• Experience in school admissions is highly desirable  

• A knowledge and understanding of independent education is highly desirable although not 

essential 

• Working knowledge of databases or information systems, ie iSAMS, SIMS or RSAdmissions 

• Experience of website updating/maintenance in web CMS systems desirable 

 
Personal attributes 

• Cheerful and positive with a willing attitude and strong work ethic 

• Creative and able to take initiative and make suggestions for improvement 

• Willing and able to attend school events, some out of normal working hours, including some  

evenings and Saturdays 

• An excellent personal manner 

• Reliable and flexible 

• A commitment to safeguarding our students in line with the School’s Safeguarding policies 
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Salary and benefits 
• This is a full-time position with the 

flexibility of being a full-year or term-
time plus role with some work in the 
school holidays, or a reduced work 
pattern in the holidays – this will be 
discussed at interview. Hours of work 
are 37.5 hours per week, Monday to 
Friday, 8.30am to 5.00pm with 1 hour 
for lunch during term-time. There are 
occasions when working on a Saturday 
is required (e.g. Open Day).  

• The salary band for this post is between 
£29,189 (min) to £30,296 (max) full-
time equivalent rate. Starting salary will 
be dependent upon experience.   

• Holiday entitlement of 6 weeks per 
year plus public holidays; holiday to be 
taken in the school holiday period. 

• Employees may join a stakeholder 
pension scheme. The School currently 
double matches employee 
contributions with a minimum 
employee contribution of 3%. The 
maximum employer contribution is 
capped at 10% of gross salary. 

• The School currently operates a cycle to 
work scheme. 

• A school lunch is available, free of 
charge, when the kitchens are in 
operation. 

• Employees may use the fully equipped 
gymnasium on site (when open to 
staff). 

• There is free car parking on site. 
 
 

 
 

 
 
 

 

St Helen’s is committed to safeguarding and promoting the welfare of children and applicants must 
be willing to undergo child protection screening appropriate to the post, including checks with past 
employers and the Disclosure and Barring Service. Employment is subject to these checks. 
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The process 
These job details should be read in conjunction with our 
Safeguarding policies, available within the Working at               
St Helen’s section of our website. 
 

Please then complete an application form (available within the 
Working at St Helen’s section of our website). The completed 
and signed application form, along with a brief supporting 
letter addressed to Mrs Rebecca Dougall, Headmistress, 
should be submitted via email (recruitment@shsk.org.uk) in 
the first instance and then sent to: 
 

Human Resources Department 
St Helen and St Katharine 
Faringdon Road 
Abingdon 
Oxfordshire 
OX14 1BE 

 
 

 

 
 

 

Please note that any application form submitted electronically must be completed in the 
existing application form format, within Adobe. 
  
The closing date for this post is Tuesday 9 November 2021 at noon. Interviews will take place 
during week commencing 15 November 2021. 
 
Please note that due to the volume of applications we receive, we are unable to provide 
individual feedback except to those candidates who attend interview.  
 
We look forward to receiving your completed application. 
 

 

 

mailto:recruitment@shsk.org.uk
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