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The School
Monkton places thinking differently at the heart of its strategic vision. We are already one of the
country's best known smaller boarding schools and pride ourselves on our size meaning you can really
get to know all of the pupils and serve as a full part of our community. We are a Christian school with
worldwide connections and interests, and have a strong reputation for pioneering and proactive pastoral
care.

A single board of Governors oversees the entire School (Prep and
Senior) and Monkton is a registered charity and is incorporated as
a company limited by guarantee. The Principal acts as both the
Head of the Senior School and as the CEO of the group of schools.

The Senior School enjoys a very attractive rural location in the
Monkton Combe valley some two and a half miles south of the
historic city of Bath. Nearby is Monkton Prep which is part of the
same foundation.

The Senior School and Prep School have a strong boarding tradition; however, day pupils comprise one
third of the intake of the Senior School and are in the majority in the Prep School. Since 1992 when it
merged with Clarendon School for Girls the school has been co-educational with three boys' boarding
houses and three girls' boarding houses, all in the school's immediate environs.

The School buildings are in many cases converted houses,
formerly privately owned, in the village.  There are also many
purpose-built teaching areas and extensive playing fields; the
School has two boathouses on the River Avon. Some staff live in
the valley in school accommodation. There has been a major
programme of rebuilding and improvement in recent years: a
£4.5 million extension and rebuilding of Maths and Science
Departments was completed during 2008, a completely
remodelled £3.5m Music Department opened in February 2012,
and a significant enlargement and refurbishment of the Art and

DT Departments in 2015. Current projects are focusing on the refurbishment of boarding
accommodation, and a ten-year strategic estate review was recently commissioned.
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The Role

This is an exciting opportunity for an experienced admissions professional to join our growing External

Relations team. Leading the admissions team, this role works across both our Prep and Senior Schools

and plays a key role in developing our strategy and managing relationships with potential and existing

families. We are looking for someone who enjoys leading teams, has a strategic mindset and can develop

our admissions processes. Reporting to the Director of External Relations, this role works closely with

Marketing, Communications and Partnerships.

We would consider candidates looking for a part time role or job share for the right candidate. Specific

working patterns will be flexible to meet the needs of the school including some evening and weekend

hours occasionally to be agreed with the Director of External Relations.

Key responsibilities

● To design and deliver the admissions strategy
○ to analyse data and market trends to understand Monkton’s admissions numbers and

deliver strategies to ensure enquiry numbers increase
○ To keep in touch with admissions trends development and issues not least by liaison

with other Registrars.
○ To regularly report on pupil roll and latest data
○ To help to raise the profile of the school by attending conferences and exhibitions.
○ Work with the relevant staff members to identify, cultivate and steward key partners

including feeder schools
○ To advise the Director of External Relations concerning all aspects of the admissions

process
○ To work closely with the appropriate staff to keep up to date with the balance of

entrants

● To lead the Admissions Team
○ To ensure the friendly and efficient reception and the timely and effecting recording and

administration, of all enquiries from prospective parents, including those via overseas
agents

○ To manage a portfolio of families in the admissions journey
○ To oversee key events including open mornings
○ To ensure arrangements are in place for all entry testing, assessment days and

scholarship examinations, both domestic and overseas
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○ To ensure there are robust systems and processes in place to manage the admissions
journey

● To oversee key admissions processes and relationships
○ To manage the Tier 4 Visa process for all incoming and current pupils.  Full responsibility

for all record keeping, including pupil immigration files and all pupil tracking during any
absence from Monkton Combe School

○ Responsibility for all BRP card records and tracking of information on the school’s
database

○ To maintain relationships with overseas agents, through regular communication, and – if
appropriate – visits.

● To ensure admissions is integrated within the School community
○ to meet regularly with members of the SLT to update on pupil roll and understand

retention challenges
○ to ensure appropriate admissions entries in the Calendar, and to provide input on

policies when required
○ To liaise with the External Relations office over other promotional activity, advertising

and overseas recruitment

Note: The post holder may be reasonably required to perform duties other than those given in the job
description for the post. The particular duties and responsibilities attached to posts may vary from time
to time without changing the character of the duties or the level of responsibility entailed.

Coaching Ethos: Monkton staff are committed to continuing to hone and improve our practice in
different areas. We intentionally reflect on our professional development throughout the year. As part of
this, and to support it, we train staff in coaching skills, and staff coach each other, as well as gaining
valuable skills to use day to day. Over the next three years, our aim is to train all staff in coaching.
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Person Specification
Note: some of the areas described in this person specification would be developed through the training
on the job over the course of the first year.

Essential Desirable
Qualifications Honours degree or an appropriate related discipline from a

recognised University
√

UK Driving Licence √

Essential Desirable
Skills and

Experience
Ability to lead, work independently and as part of a team

Experience of and an ability to work sensitively with young people

Ideally has worked in an education setting, or a setting involving young

people

Knowledge of and experience of implementing admissions procedures

Ability to manage and complete a wide range of tasks

A high level of organisational and administrative competency

Ability to maintain clear records, implementing new systems of record

keeping and archiving as required

Effective and efficient communication skills, written and oral

To act with absolute confidentiality and discretion at all times

Ability to establish good working relations with the Monkton

Community

UKVI Tier 4 knowledge

√

√

√

√

√

√

√

√

√

√
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Essential Desirable
Personal

Attributes
Smart professional appearance and manner

Flexibility in working hours will be required to meet the demands of

the role

Ability to be flexible and adaptable

Excellent attention to detail

Willingness to work in two settings, Monkton Prep School and

Monkton Senior School to meet the demands of the role

Awareness of the responsibilities of working in an environment with
young people

Full sympathy with the Christian ethos of the School and be able to

consider the Christian perspective in counselling situations, while

being sensitive to those with different or uncertain beliefs

√

√

√

√

√

√

√

Safeguarding

Monkton Combe School 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 Disclosure and Barring Service.

● Child Protection (Safeguarding) and Staff Code of Conduct and Behaviour Policy, including EYFS

● Equal Opportunities Policy, including EYFS

Diversity Statement

We seek passionate individuals who live out our four core values (confidence, integrity, humility and

service) and inspire our bright, curious and enthusiastic students. Monkton thinks differently. We

appreciate and value difference, and our ambition is to attract, develop and retain a diverse mix of

talented people that will contribute to our ethos and values.
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