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Information for applicants 
 

About the School 
 
King’s Ely can trace its origins from at least 970AD, making it one of the oldest schools in 
Europe. Originally a monastic foundation and then a grammar school by Royal Charter, 
today it is a thriving independent day and boarding school for around 1000 boys and girls 
aged from 2-18, offering a broad range of GCSEs and A-levels and from which almost all 
pupils go on to good universities in the UK and abroad. Most students are day pupils from 
Ely, Cambridge and the surrounding area, and there are also about 200 boarders with over 40 
nationalities represented overall. 
 
The School is subdivided into three sections: King’s Ely Senior (age 13-18) and King’s Ely 
Junior (age 7-13), which occupy adjacent campuses and shared facilities, and King’s Ely 
Acremont and Nursery (ages 2-6) which has its own self-contained campus about 400m from 
the main site.  
 
The main campus extends to around 70 acres in total and comprises several historic buildings 
adjacent to Ely Cathedral as well as more recent, purpose-built facilities spanning the 
thirteenth to the twenty-first centuries, and almost 40 acres of playing fields. 
 
King’s prides itself on being an academic school but not an academic hothouse. There is a 
great emphasis on personal development through an extensive co-curriculum of sporting, 
creative and performing arts and service opportunities as well as through building positive 
relationships with others in a tight-knit but outward-facing community. The safety, wellbeing 
and pastoral care of the whole community is central in what is a happy and purposeful school 
where our diversity and breadth of talent and ability is valued and nurtured. 
 
King’s Ely also plays a key role in the local community. The School is one of Ely’s largest 
employers and also educates the boy and girl choristers of Ely Cathedral. King’s is also a 
proud founder member of the Cambridgeshire Educational Partnership, which numbers 
twelve local schools working together to improve educational attainment, especially for 
disadvantaged children. The School also offers a number of bursaries to enable pupils from all 
walks of life to benefit from the education it offers. 
 
King’s Ely is a registered charity administered by a Board of Governors. The Principal is a 
member of HMC and the School is also affiliated to the Society of Heads, IAPS, the Boarding 
Schools’ Association and the Choir Schools’ Association. 
  



 

 

Director of Admissions and Marketing 
 

Overall Job Purpose 
 
The Director of Admissions and Marketing is a new position responsible to the Principal for 
devising and leading implementation of the School’s Marketing and Admissions strategies and 
activities, to achieve agreed short and long-term targets for UK and international pupil 
recruitment in accordance with the School’s mission, ethos and values. 
The Director of Admissions and Marketing is a member of King’s Ely SLT and reports directly 
to the Principal.  The successful candidate will have a clear understanding of pupil recruitment 
in the independent sector, have strong communication skills and demonstrate the ability to work 
to tight deadlines, line manage and delegate where appropriate. 
  
   

Primary Responsibilities of the Role 
 

• Leadership of Admissions Strategy and process for UK and international pupils 

throughout School 

• Liaison with Principal, Vice-Principal Academic and Heads of Section to ensure the 

optimum number and mix of pupils in the School, including implementing the Bursary 

Strategy. 

• Liaison with Vice-Principal Academic and Director for International Students in respect 

of all admission testing processes, including Scholarship and overseas students 

• Build and maintain excellent relationships with feeder schools and agents locally, 

nationally and internationally. 

• Oversee Admissions communications and content across all media, printed and online 

• Lead and manage all aspects of the Admissions process from enquiry through to 

onboarding and allocation of boarders to houses, ensuring an outstanding, empathetic 

and personalised experience for prospective parents and pupils 

• Provide, analyse, accurately forecast and report admissions pipeline statistics and data as 

required 

• Serve on the Bursary Awards Committee 

• Keep abreast of, and advise on, developments and trends in the marketplace and within 

the Independent Sector as regards Admissions and Marketing, including statutory 

requirements for UK and international students. 

• Oversight of Student Visa sponsorship. 

• Lead short and long-term marketing strategies in support of admissions strategy above. 

• Lead and oversee tactical marketing activity such as Open Mornings, taster days and 

prep/primary school events, in liaison with Heads of Section and the Principal 

• Lead and oversee the programme of international recruitment fairs at home and abroad. 

• Undertake travel to visit agents, both national and international, as required for the 

recruitment of pupils. 



 

 

• Act as spokesperson and ambassador for the School where required alongside the 

Principal and others at the highest levels. 

• Lead, inspire, motivate and develop the Admissions and Marketing teams. 

• Act as Line Manager for the Head of Media and PR, Marketing Manager and two 

Admissions Officers, setting objectives, monitoring and appraising their work. 

• Work closely and collaboratively with the SLT and Sections 

• Participate in Governing Body and Governor Committee meetings as required 

• Establish and monitor plans to meet agreed objectives; plan, oversee, control and report 

on expenditure, income and budgets in support of admissions activities. 

• Undertake additional duties as required by the Principal and embrace the demands, 

opportunities and ethos of King’s Ely as a busy, diverse, coeducational, international day 

and boarding school. 

Person Specification 
 

• University degree or equivalent experience 

• Demonstrable experience of engaging and building strong and nuanced relationships 

with stakeholders 

• Strong leadership and management experience combined with good commercial 

awareness 

• Experience in leading and managing staff and development of an open, supportive and 

collegial working environment.  

• Ideally, experience of Independent Sector admissions and ideally a background in 

marketing. 

• Able to translate ambitious vision to meaningful plans and strategy and gain buy-in and 

commitment form the school community 

• Articulate communicator with outstanding interpersonal skills 

• Strong team leader with flexible, hands-on approach to work and meticulous attention 

to detail 

• An excellent networker and team player with good emotional intelligence 

• Highly numerate with excellent IT skills 

• Able to manage projects with conflicting demands and timescales 

• Dynamic, charismatic, strategic, self-reflective, self-motivated, flexible, resilient and 

with a sense of humour 

• Genuine interest in educational issues and empathy with the independent sector and the 

ethos of King’s Ely. 

 
The above is not intended to be an exclusive list of tasks and only outlines the primary tasks expected.  Any 

other duties may be expected as appropriate to the post holder’s grading and ability. 
 
 

This job description will be reviewed as appropriate in consultation with the post holder. 

 



 

 

 

Terms and Conditions 
 
Hours of work 

• This is a senior full-time role, 37.5 hours per week (normally 8:30am-5pm daily with an 
unpaid hour break at lunchtime)  

• The seniority of this appointment may mean that on occasions the post holder may be 
required to work ‘out of hours’ as necessary for the proper performance of their duties, to 
meet essential deadlines and contribute to whole school events. These events are an inclusive 
element of the role and do not attract overtime payment or TOIL but are accommodated 
within the salary on offer  

• Place of work: The role is fundamentally based at the School in Ely. 

• Start Date: as soon as possible (Child Safeguarding/Protection checks dependent) 

• Probation: There will be a probationary period of six months during which one month’s 
notice is required by either party.  Thereafter, the notice period will be 3 calendar months 
or 4 calendar months if notice is provided within a school holiday period. 

Salary and Benefits 
 
• Salary will be commensurate with the seniority of the role and the experience and 

qualifications of the successful candidate. 

• Annual Leave: 33 days’ paid holiday per annum, including Bank and Public holidays (3 days 
of which must be taken during a whole school shutdown at Christmas).  

• Enrolment in the statutory auto-enrolment pension scheme (age and salary threshold 
dependent).  The employer and employee contribution rates for the auto-enrolment pension 
scheme are Employee contribution of 5% and Employer contribution of 3%. 

• Members of staff are entitled to educate their own children in any of the three parts of the 
school (subject to acceptance).  There is a staff discount for children’s fees from Reception 
Year upwards; the total staff discount value for school fees is 50% for full-time staff, reduced 
pro-rata for part-time staff, subject to an overall cumulative school fees remission limit of 
50% of their gross salary. All extra items are to be paid in addition. 

• The school offers a private healthcare insurance scheme, which staff may opt to join shortly 
after the start of each academic year (the policy year starts on 1 November).  The scheme 
can only be joined at the start of the policy year, not part-way through the year. 

• Limited free on-site car parking. 

• School lunch provided when at work over lunch time and tea and coffee throughout the day. 

• A cycle to work scheme available. 

• Limited use of school gym facilities and use of the swimming pool at specific times (during 
summer school holidays – small fee applies). 

 

 

 

 



 

 

 

 

 

How to apply - Completing your application form 
 

• All sections of the form should be completed as fully as possible.  

• You may support your completed application form with a CV, however this is not a 
requirement. On the CV, you may include a third referee if you wish. 

• Please accompany your application form with a covering letter explaining your reasons for 
applying for this position. Please briefly describe within the letter details of how your skills, 
qualities and experience meet the requirements of the job description and/or person 
specification. This letter should be no longer than one side of A4. 

• King’s Ely 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 & Barring Service. 

• If you are selected for interview, you will need to provide and bring with you photographic 
proof of identity (eg passport or photo driving license), birth certificate, documentation 
confirming your National Insurance Number or your right to work in the United Kingdom, 
proof of address (eg recent bank statement/HMRC correspondence/utility bill) and 
certification of declared qualifications. 

 
The final closing date for applications will be noon on Friday 5th November.  However, 
applications will be considered on receipt with shortlisted candidates invited to interview as 
soon as possible.   
 
We appreciate your effort in completing this application and for your interest in working for 
King’s Ely. Please email your completed application form to recruitment@kingsely.org. 
 
 
Website: www.kingsely.org   Charity Number: 802427    Company Number: 2440509  

https://www.kingsely.org/wp-content/uploads/2020/12/Kings-Ely-Application-Form-2020.docx
https://www.kingsely.org/wp-content/uploads/2020/12/Kings-Ely-Application-Form-2020.docx
https://www.kingsely.org/wp-content/uploads/2020/12/Kings-Ely-Application-Form-2020.docx
https://www.kingsely.org/wp-content/uploads/2020/12/Kings-Ely-Application-Form-2020.docx
mailto:recruitment@kingsely.org
http://www.kingsely.org/


 

 

 
 
 
 
 



 

  


