
Required immediately | Competitive salary

HEAD OF ADMISSIONS

BUILDING CONFIDENCE FOR LIFE
Bishop’s Stortford College is one of the leading independent, co-educational day and boarding 
schools in the country. It is a wonderful place of learning, in a beautiful setting on the edge of a 
market town between London and Cambridge.

CLOSING DATE FOR APPLICATIONS: MONDAY 8th NOVEMBER at 9am  

INTERVIEWS WILL BE HELD IN THE WEEK COMMENCING 15TH NOVEMBER

Bishop’s Stortford College is committed to safeguarding. There will be an enhanced DBS check prior to the appointment. Registered Charity Number: 311057.

Are you an experienced Admissions professional?  
Or do you have a background in sales and are 
looking for a change?  If so, this could be the role 
for you.

Bishop’s Stortford College is a place of learning that 
provides an outstanding range of opportunities for 
developing well-rounded, skillful and happy young 
people, enabling them to build confidence for life.

There is a continuous buzz of activity around the 
College and while the Teachers provide an 
exceptional level of education for our pupils; the 
Professional Services team work hard to ensure they 
can do this in a safe and beautiful environment with 
the best facilities.

Key to this community is the Admissions team, who 

provide the link to prospective pupils and parents, 
and ensure those pupils are admitted into the College 
efficiently and compliantly.  This fills the College with 
the diverse, talented and inquisitive pupils that one 
sees today.

The Head of Admissions will report directly into the 
Director of Marketing and Engagement.  They will be 
responsible for ensuring that their part in the overall 
Marketing and Engagement strategy comes to life 
within the Admissions team, and that the College voice 
and standard is consistent in all external 
communications.  This role will also be primarily 
responsible for pupil recruitment into the Senior 
School.

Does this sound like an exciting opportunity? If so, 
we would love to hear from you.  



One of the UK’s top co-educational, day and 
boarding schools, Bishop’s Stortford College is 
a diverse and exciting place for pupils and staff 
alike. Set in peaceful and spacious grounds on the 
edge of the market town of Bishop’s Stortford, the 
College is easily accessible by road, rail and air.

Infectious enthusiasm and dedication are characteristics 
of this community that make it a stimulating place to work. 
There are just over 1200 pupils aged 4 to 18 years old 
on our spacious site, blending full, weekly and part-time 
boarders with day pupils. 

INTRODUCTION TO THE COLLEGE

Indoor swimming pool

Pupils are organised across three schools: Pre-Prep, Prep 
School and Senior School. Music and Sports departments, 
together with Professional Services, work across all three 
schools.  Professional Services incorporates Finance, HR, 
Facilities and Estates, IT, Commercial and the Medical 
Centre.

As three schools in one, the College is large enough to 
provide an exceptional range of opportunities, whilst 
each part is small enough for pupils and staff to be 
known and valued and feel part of a community.

150+ years old Set on 100 acres site

120+ sports teams

Small class sizes

State of the art 
fitness centre

Judged ‘excellent’ in all areas by the 
Independent Schools Inspectorate



JOB DESCRIPTION AND PERSON SPECIFICATION

Job Title

Terms

Reports to: 

Responsible for: 

The College reserves the right to alter the content of this document, after consultation, to reflect changes to the job or services provided, without altering the 
general character or level of responsibility.

Head of Admissions

Full time (37.5 hours), 52 weeks 

Director of Marketing and Engagement 

Admissions Team

General 

The Head of Admissions will oversee the execution of the Marketing and Engagement strategy within the Admissions function.  
This is a varied and challenging role, requiring excellent organisation, communication (written and verbal) and soft sales skills.  
As an experienced admissions or sales professional, you will understand that a hands-on approach and a clear understanding 
of your product are essential to succeed in this role, along with the ability to manage and engage a team.

Main Functions 

Strategy and Team Management (Across the College)

• Oversee the execution of the College's Admissions and Boarding strategies, in line with the overarching College 
Development Plan.

• Manage and lead the Admissions team, ensuring the whole team are consistent in the communication and realisation of 
College voice and strategy.

• Develop clear action plans and implement effective systems for monitoring and evaluating success in Admissions across 
all three schools.

• Manage the effective use of the Data Administrator across all three schools and the Marketing Department.
• Support the Director of Marketing and Engagement and International Admissions Officer to help identify and recruit 

additional partner agents to broaden our recruitment ‘pool’ and the mix of International pupils within Senior School. This 
will include attending admissions conferences where agents are in attendance.

• Attend any admissions conferences and seminars as required to keep abreast of changes within the sector and network 
with contemporaries.

• Meet and, where possible, exceed, the College’s targets for pupil recruitment across all three schools.
• In close liaison with the DoM&E, analyse and report on key pupil admissions data and statistics, revising strategies and 

tactical plans where appropriate.
• Develop, enhance and implement best in class pupil recruitment, admissions and scholarship procedures for the 

College as a whole.

Managing Relationships – Senior School Admissions

• Manage parent enquiries and queries for 13+, 14+ and Sixth Form entry. Meet prospective parents and their children to 
discuss matters pertaining to their admission.

• Maintain regular and personal contact with current feeder schools: remind them of the testing and scholarship 
procedures; answer queries about entry requirements, test papers and our Entrance exams and ensure references and 
school reports are provided.

• Manage partner agents, updating them on availability of places and entry requirements.  Monitor their performance to 
ensure that the correct admissions and entry testing procedures are being followed and to maintain the high calibre of 
students.

• Organise visits: manage parental meetings with the Head and tour guide requests; provide relevant information to the 
Head prior to their meeting with families, brief tour guides.

• Follow-up on open mornings: process data; generate spreadsheets; send thank you letters; respond to any queries as 
applicable.

• Manage and attend, in partnership with Marketing, any feeder school events as required to meet prospective families.

Administration – Senior School Admissions

• Establish availability of boarding and day places for the next recruitment cycle and a clear understanding of the 
recruitment strategy.



6th Form Admissions

• Collect and record GCSE results (or equivalent) and GCSE Statement of Results for incoming pupils.
• Following GCSE results, liaise with pupils/parents as required over matriculation issues/concerns and liaise with any 

additional incoming pupils.
• Prepare for College and 6th Form open mornings: prepare the mailing list and/or send invitations (provided by 

Marketing) to prospective parents; update admissions material; collate prospectus packs; set-up admissions desk.

Additional Duties 
The above list is not exhaustive but is by way of example only.  Responsibilities and duties may vary from time to time as the 
position evolves. 

A flexible approach to all aspects of this role is essential. 

This role may involve a small amount of Saturday mornings and flexible hours in order to attend out of work-time meetings and 
events.  This ole may also involve international travel.

Safeguarding
The post holder’s responsibility for promoting and safeguarding the welfare of children and young persons for whom 
they are responsible, or with whom they come into contact will be to adhere to and ensure compliance with the College’s 
Safeguarding Policy at all times. If, in the course of carrying out the duties of the post the post holder becomes aware of any 
actual or potential risks to the safety or welfare of children in the school, they must report any concerns to their Line Manager 
or the College’s relevant Safeguarding Lead. 

Safety, Health, Environment and Fire
The post holder has a duty to take reasonable care to avoid injury to themselves and to others by their work activity, and to co-
operate with the College and others in meeting the statutory requirement of the HASAW Act 1974. Report all accidents and 
near misses on the day they occur to the Line Manager.

The post holder is not to interfere with or misuse any equipment provided, in accordance with the act, to protect their health, 
safety or welfare.  Ensure your working environment is safe and comply with all College risk assessments and policy directives.  

Equality and Diversity
The College strives to be diverse and inclusive.  We encourage applications from people who identify as Black, Asian or from a 
Minority Ethnic background, who are underrepresented at the school.  

The College is committed to providing equal opportunity to all employees and pupils.  This means that employees are 
treated fairly, irrespective of sexual orientation, ethnic origin, religion, disability, age, gender, marital status or other reason.  
The post holder is expected to always comply with the provisions set out in law and the College policies on equality and 
diversity.  

Data Protection 
The post holder is required to comply with all College policies and procedures for the safe custody and handling of Personal 
Data that is stored and used by the College. 

Employment Terms and Conditions
Full details of the terms and conditions are set out in a separate booklet that will be issued with this job description.  The 
booklet is reviewed at regular intervals to ensure the College operates within current legislation and to take into account the 
introduction of new equipment, working practices and techniques.  You will be sent amendments to the terms and conditions 
booklet when they are issued.

• Assess prospective student details from partner agents and, following consultation with the Head, supply feedback 
regarding the suitability of candidates for entry into the College.

• Arrange all assets of entry testing and ensure the efficient marking of papers with Heads of Departments, recording and 
communicating the results efficiently.

• Keep abreast of the UKVI updates and procedures.
• Organise, prepare, and attend testing days, helping where needed.

The College reserves the right to alter the content of this document, after consultation, to reflect changes to the job or services provided, without altering 
the general character or level of responsibility.



Person Specification

The below essential and desirable requirements will be measured using the following:

• A covering letter
• Application Form
• Interview

The College reserves the right to alter the content of this document, after consultation, to reflect changes to the job or services provided, without altering the 
general character or level of responsibility.

• References
• Documentary Evidence
• Medical Questionaire
• DBS Application

Education and Qualifications 

Other

• Undertake all the physical requirements of the post and use equipment according to health and safety guidelines.
• Successful candidate requires an enhanced DBS clearance.

Experience and Skills

Personal Qualities 

Essential
• Educated to at least GCSE level – Maths and English.

Desirable
• Bachelors Degree or equivalent.

Essential
• Previous and extensive sales or Admissions experience.
• Good level of experience of Microsoft Office, Excel and other information systems.
• Professional telephone manner and a warm, welcoming style with parents, pupils, staff and visitors.
• Good literacy and numeracy skills.
• Experience of working in a customer focused environment.
• A high level of organisational and administrative competency.
• Good oral skills and a sound command of written English.

Desirable
• Experience with Visa applications.
• Previous Admissions experience working in a busy school.
• An understanding of the principles and practices of recruitment and admissions.
• An understanding of good data management practice e.g. Data Protection.

Essential
• Ability to maintain close and harmonious relations with work colleagues at all levels.
• Ability to work alongside others as part of a professional team and work well under pressure.
• Ability to interact well with students, parents, staff and agents.
• Versatile and flexible - willing to do a wide variety of tasks, often at short notice.
• Flexible, motivated, able to work unsupervised and an ability to deal with unpredictable situations.
• Willing to learn new skills.
• Outgoing, confident, affable and positive personality.
• Able to mix easily with persons of any culture or background.
• Excellent organisational skills with a thorough attention to detail.
• Excellent and persuasive communicator with outstanding customer care skills.




