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Dear applicant 

Thank you for your interest in our vacancy for the position of Registrar and Marketing Manager.  

In this pack you will find the following information: 

• Background  

• The role 

• Detailed Responsibilities 

• Person specification 

• How to apply 

I hope that you will find this information useful in compiling your application, but should you wish to 

discuss the post we would welcome a conversation. Please contact our Bursar, Katherine Mills or myself, 

Fiona Orchard, Head of Prestfelde School.   

Prestfelde School offers a fantastic opportunity to work in wonderful surroundings within a supportive 

community. Our results are good but we are not complacent and continue to work hard to ensure we 

provide the best education for all of our students. We believe that a significant contributory factor to 

the success of the school is staff collaboration, knowledge of our community and the care we show to 

every child. 

"My son loves his school because it focuses on 

inclusivity, hobbies, technology, nutrition, health, 

fun kindness and happiness. A main ethos of the 

school and a principle that is important to me as a 

parent is that Prestfelde teaches their pupils to be 

respectful of others and themselves. This approach 

towards the students at such a young age has 

helped my son to be more open minded, curious and 

creative in his thinking and perception on himself, 

friends, family and the wider outside world – and 

that ‘school’ is so much more than just academic 

learning. Ultimately, Prestfelde is a perfect place to 

go to school." 

“Prestfelde is a lovely place to work where I feel motivated and a valued member of the team. The 

grounds are absolutely amazing and makes arriving to work feel very special.”  

Once again, thank you for your interest and I look forward to receiving your application. 

Fiona Orchard, Head 
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BACKGROUND 
 
Founded in 1929 by the Reverend G. K. Dovey, Prestfelde Preparatory School is part of the Woodard 
Corporation of schools, a charity founded to provide high quality education in an actively Christian 
school environment. Prestfelde is a thriving, fully co-educational school, set amidst 30 acres of beautiful 
grounds on the edge of Shrewsbury, Shropshire. 
 

The Woodard Corporation 
 
Prestfelde is a Woodard School, and as such has a distinct Christian ethos. Chapel life is central and the 
School has its own Chaplain. The School presents pupils for confirmation to the Bishop of Shrewsbury. 
 
Prestfelde is an incorporated Woodard School and so part of the largest group of Church of England 
schools in England and Wales. Founded by Nathaniel Woodard in 1848, the Woodard Corporation’s 
primary purpose is to awaken a love of learning in all and to do this within a context that recognises the 
unique value of each individual person and our responsibility towards each other. All Woodard schools 
have an outstanding reputation for providing academic excellence coupled with unrivalled pastoral care. 
 
Woodard is the 18th largest charity in the UK, educates more than 30,000 pupils and employs over 2,500 
teaching staff in a mix of schools, independent and maintained, senior and prep, co-educational and 
single sex, boarding and day. While the Incorporated schools have a responsibility to the Woodard 
Board, they all operate with their own governing body, which is fully responsible for their own school’s 
performance, governance and finance. 
 

 

Further information on Prestfelde can be found on the School’s  website: www.prestfelde.co.uk  

 
 
 

   

http://www.prestfelde.co.uk/
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Prestfelde School 
 
Prestfelde is a happy and flourishing non-selective school of over 350 pupils, aged 3-13. The School 
prides itself on its academic, musical, sporting and artistic achievements, but also on its ability to foster 
positive attitudes, respect for others and a love of learning in all its pupils. The School received an 
excellent inspection report in October, 2015.  There are at least two forms in every year group and the 
School comprises a first-rate team of staff, who are committed to delivering a broad, dynamic and 
innovative curriculum. High standards are achieved within a nurturing and inspiring learning 
environment. There is also an excellent learning support department. 
 
Over recent years, the School has seen much development and is today rightly proud of its outstanding 
facilities including its own newly built Chapel and Theatre, Music School, Dining Hall, Design and 
Technology Department, Gymnasium, Indoor Swimming Pool, Library, ICT suite, Art Department, two 
recently converted Science Laboratories, Boarding House, wonderful playing fields and Forest School.  
 

 
 

 
Aims & Values 
 
Prestfelde promotes a love of learning in all girls and boys. The School enables all its pupils to maximise 
their academic potential and to develop their individual talents in a caring, Christian community which 
fosters sensitivity, confidence, a sense of service and enthusiasm for life. 
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The School prides itself on an explicit set of core values which are at the heart of all that it does: 
Empathy, Aspiration, Perseverance, Selflessness, Respect, Unity, Confidence, Integrity, Courage and 
Humility. These values are encapsulated in the five aims outlined as follows: 
 

• To provide, within a Christian context, an all-round education which fosters a love of learning in 
all children, and which enables girls and boys to maximise their potential in all areas of school 
life. 

• To maximise academic potential in all pupils. 

• To recognise, promote and encourage individual talents. 

• To produce well mannered, sensitive and self-confident young people by providing them with 
the encouragement and the opportunities to demonstrate selflessness, a sense of service and a 
zest for life. 

• To provide an environment – physical, emotional and spiritual – which motivates, challenges 
and supports each individual. 

 

Little Prestfelde (Nursery – Year 2) 

 

Little Prestfelde caters for the pre-preparatory year groups, aged 

3 -7 years of age in a purpose-built building with, amongst many 

things, its own Library, changing rooms and covered play-area. 

‘Little P’ not only boasts excellent facilities, but also experienced, 

well-qualified staff, with dedicated classroom assistants on hand. 

The department is bright, modern and secure. 

 
The aim is for our children to become good citizens for the future 
with excellent values, enabling them to become learners for life. 
This is achieved through active involvement, hands on practical 
experiences, which embed and consolidate their new 
understanding, throughout all areas of the curriculum. 
 
The children have the opportunity to respond physically, emotionally, artistically and musically through 
an exciting and inspirational creative curriculum. In addition, our children benefit from the skills of 
specialist teachers. Technology is used in all its forms and the children benefit from the close association 
with Middle and Senior School. 
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Middle School (Years 3, 4 and 5) 
 

Prestfelde’s 7- to 10-year-olds enjoy the use of a 
modern classroom block and a beautiful outdoor 
learning environment in the Beckbury garden. The 
classes are still based with a form teacher for most 
subjects, but with specialist teaching provision in 
Music, IT, Design, Sport and other subjects too. 
 
Middle school pupils really benefit from the full 
range of activities on offer at Prestfelde. They are 
encouraged to join clubs which are run between 4-
5pm, most week days. Prep is run every day 

between 4-5 with second prep available in the Senior School between 5-6pm. They also begin to play 
fixtures against other schools, and are increasingly involved in the House competitions which are a key 
element of school life.  
 
 

Senior School (Years 6, 7 and 8) 
 
In the Senior School, classes are grouped on 
ability, with setting for the main subjects 
and extra support for those that require it. 
The Senior School’s main academic focus is 
to prepare pupils for Common Entrance 
and Scholarship examinations in Year 8. 
 
With encouragement, high-expectations 
and first- rate teaching and learning, many 
Year 8 pupils gain scholarships at leading 
senior schools. In recent years, Prestfelde 
pupils have been awarded scholarships at 
Shrewsbury School, Wrekin College, 

Concord College, Ellesmere College, Repton School, Moreton Hall, Westminster School, Uppingham, 
Millfield, Bloxham and Malvern College. The majority of pupils move on to Shrewsbury School. 
 

Co-Curricular 

 
Prestfelde is committed to the provision of a successful and balanced co-educational experience and 
offers an array of co-curricular activities, encompassing everything from fencing to bush craft. Pupils are 
encouraged to gain new skills and hobbies through the many clubs on offer during breaks and after 
school, enjoying Chess, Computing and French Knitting amongst others! There are opportunities for the 
older children in particular to take part in activities out of school, tours and trips overseas, and all 
children at Prestfelde enjoy a regular and stimulating range of expeditions to local and national venues. 
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Sport 
 
Prestfelde regularly sends teams to local and national tournaments, as well as encouraging children to 
play at County and, in one or two cases, National level. The School offers the major sports (Football, 
Rugby and Cricket for boys, Lacrosse, Netball, Cricket and Rounders for girls) in addition to many other 
physical activities which awaken and develop other interests. Tennis, Swimming and Cross-Country are 
all particularly strong at the School, Hockey is also coached, and Prestfelde hosts a Dancing Club. 
Sporting facilities are first-class and include: a gymnasium, covered swimming-pool, netball and tennis 
courts and magnificent grounds which are well used throughout the year. 
 

 

 
Music 
 
Prestfelde has an excellent reputation for developing the creative and musical talents of its pupils. Pupils 
have the use of a modern, purpose-built Music School housing a department which delivers high quality 
musical education to every child. All instrumental teachers are specialists and every major orchestral 
instrument is on offer, as well as piano, organ, guitar, drums, saxophone and singing. There is a special 
emphasis on ensemble playing, with a recorder group and Training Band including children from the 
earliest stages, leading to the String Group, Brass Group, Jazz Group and a 35-piece Orchestra. An annual 
House Music competition pits the four Houses against one another in friendly rivalry with ensembles 
and choirs vying for supremacy! Regular concerts are given inside and outside the school with more 
advanced pupils having reached the finals of national competitions. 

 
Prestfelde Plus & Prestfelde Extreme 
 
Prestfelde Plus aims to include on-site activities such as orienteering, problem solving, camp craft, den 
building, environmental and conservational awareness. The purpose is to enable pupils to gain valuable 
leadership skills and gain in personal confidence, with a strong personal and social education reflecting 
the school’s aim to equip pupils for the future. 
 
From lessons in the Forest School through to Prestfelde Extreme, the School uses outdoor education to 
encourage pupils to work collaboratively and take personal responsibility for themselves. Prestfelde 
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Extreme seeks to make the best use of the local Welsh adventure centres for canoeing, sailing, climbing, 
abseiling and mountain biking. Parents are also invited to join their children on Mountain Challenge 
walks. 

 
Boarding  
 
Boarding life at Prestfelde closely resembles the atmosphere, fun and variety of a busy, loving and happy 
family, but with the added advantage that you are surrounded by your friends. Children from Year 3 to 
Year 8 are invited to join the weekly-boarders for a boarding night at any stage of the term and there 
are frequent ‘Taster Nights’. A fun and varied boarding programme is provided that includes activities 
ranging from treasure hunts and river walks to worm charming! The Boarders’ Common Room is a 
comfortable place where children can relax and spend time together, and there is a well-equipped 
boarders’ kitchen where evening snacks and hot drinks can be prepared. 
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THE ROLE 
 
We are seeking an experienced sales and marketing executive to join our friendly team at Prestfelde 
School.  This is an exciting opportunity to contribute to the success of a leading independent co-
educational preparatory school, which is known for achieving outstanding results within a family-
orientated and supportive community. 
 

The position will involve working directly with the Head and Bursar and having full ownership of the 
admissions and marketing process as well as oversight of the day to day lettings of the school’s facilities.  
The Registrar is the initial point of contact for all enquiries regarding admissions to the School. The post 
holder will be expected to build relationships with prospective families throughout the admissions 
process, from initial enquiry through to the first day at the School and beyond.  The post holder will be 
responsible for marketing the School and exploring other income streams with the support of the 
Bursar.  The Registrar will be expected to increase the use of school facilities by external organisations 
as well as working on fundraising projects to improve and develop the School’s facilities.  
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DETAILED RESPONSIBILITIES 
 

ADMISSIONS 
 
▪ Arranging and conducting school tours and management of the full admissions process 
▪ Arranging meetings, open days and tours, and formalizing entry to the school 
▪ Support to the Bursar with pupil number projections  
▪ Oversight of the scholarship process  
▪ Management of Customer Relationship Management system 
 
MARKETING 
 
▪ Full responsibility for the marketing process 
▪ Digital marketing including social media and website development and maintenance 
▪ PR, editorial and offline advertising 
▪ Internal marketing to existing parents 
▪ Marketing Analytics 
▪ Preparation and design of marketing material 
▪ Event Management 
 
LETTINGS MANAGEMENT 
 
▪ Promotion of the school’s facilities and generation of enquiries 
▪ Tours of the school facilities and customer liaison 
▪ Coordination of school departments to support functions 
▪ On-site support 
▪ Preparation of contracts 
 
BUSINESS DEVELOPMENT 
 
▪ Involvement in new projects to develop and improve school facilities 
▪ Identification of new revenue streams for the school 
▪ Project Management 
▪ Co-ordination with external agencies 
▪ Liaison with school alumni and co-ordination of fundraising projects 
▪ Development of school software systems to improve parent communication 
 
GENERAL 
 
▪ The post holder will be a member of the Senior Management Team (SMT) and be actively involved 

with other SMT members and Governors in planning for future change and development within the 
School, in line with the School’s stated objectives. 

 
▪ First rate interpersonal skills are vital for this role, as the ability to communicate with clarity, 

empathy and enthusiasm are critical for new parents and pupils.  
 
▪ Contribute to the development of the School’s Strategic Development Plan and its implementation. 
 
▪ Uphold and implement School policies. 
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▪ Actively foster the ethos of the School and promote its values to pupils, staff, parents and the 
community. 
  

▪ Act as a source of mutual support for the Head and other members of the Senior Management 
Team. 
 

▪ Working towards and support the School’s vision and objectives outlined in the School Development 
Plan. 

 
▪ Working within the School’s health and safety policy to ensure a safe working environment for staff, 

pupils and visitors. 
 
▪ To work within the School’s diversity policy to promote equality of opportunity for all pupils and 

staff, both current and prospective. 
 

▪ Maintain high professional standards of attendance, punctuality and appearance and to conduct 
positive, courteous relations with pupils, parents and colleagues. 

 
▪ Engage actively in the Professional Development Programme. 
 
▪ Undertake other reasonable duties related to the job purpose as required from time to time. 

 
▪ Maintain good links with the receiving Senior Schools. 
 
▪ Representing the School at internal and external events. 
 
▪ Undertake such other tasks relevant to the needs of the School as these may arise. 

 
▪ You will be expected to fulfil any reasonable request made by the Head or Bursar.   

 
▪ All staff are required to adhere to the School’s Child Protection Policy Statement at all times.  If, in 

the course of carrying out their duties, a member of staff becomes aware of any actual or potential 
risks to the safety or welfare of children in the School, these concerns must be reported to the 
School’s Designated Safeguarding Lead (DSL).  

 
▪ This job description is not exhaustive and will be reviewed as part of the appraisal process.  It may 

be subject to modification or amendment at any time after consultation with the post holder.  
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PERSON SPECIFICATION 
 

The successful person will be creative and people-focussed with the ability to work independently with 
little oversight.  The Registrar will be instrumental in generating new children / parents into the School. 
In summary, this role is responsible for marketing, recruitment and business development. 

The successful candidate will have: 

▪ Outstanding communication and interpersonal skills, both face to face and on the phone, with a 
calm, friendly and diplomatic manner; 
 

▪ Education to degree level or equivalent is preferable, with excellent written and spoken English; 
 

▪ A track record of working independently to plan and prioritise a busy workload; 
 

▪ Good IT skills including experience of working with databases; 
 

▪ Marketing and / or project management experience would be an advantage together with 
knowledge of the independent school sector, but are not a pre-requisite. 

Personal Attributes  

The ideal candidate will have: 
 
▪ To be professional 
▪ A positive personality 
▪ Be able to problem solve 
▪ Ability to work in a team and individually 
▪ To be an effective and supportive line manager 
▪ Ability to prioritise effectively  
▪ Ability to see tasks through to completion 
▪ Be a loyal and supportive colleague 
▪ Ability to cope under pressure. 
 

ADDITIONAL INFORMATION  
 
A competitive salary in the region of £30,000 - £35,000 is offered dependant on experience and 

qualifications together with an employer’s pension contribution of up to 6%.  

Fee remission for children is available in accordance with the Governing Body’s policy for full time staff, 

which is currently 50% plus the ability to increase through a bursary application. 

Lunch, during term-time is provided free of charge in the dining room.  All employees benefit from the 

ability to use some of the school’s sporting and recreational facilities.    

The annual holiday entitlement is five weeks (25 days) plus statutory Bank Holidays. 
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HOW TO APPLY 
 
Closing date for applications: 23rd November 2021.  Interviews will be held on 1st / 2nd December 2021. 
 
Early applications are strongly encouraged. The school reserves the right to conclude the recruitment 
process before the closing date should the ideal candidate be identified. 
 
Candidates selected for interview will be required to provide proof of ID and any relevant qualifications.  
 
Application Forms can be found on our website: https://www.prestfelde.co.uk/staff-vacancies 
 
Please return completed application forms (CVs alone will not be accepted) together with a covering 
letter to:  
 
Ms Claire Balmond  
Prestfelde Preparatory School 
London Road 
Shrewsbury 
SY2 6NZ 

 
Email: cbalmond@prestfelde.co.uk 
School Website: www.prestfelde.co.uk    

 
Prestfelde Preparatory School is committed to safeguarding and promoting the welfare of children and 
we will check the suitability of staff to work with children. Applicants must be willing to undergo an 
enhanced Disclosure and Barring Service check and overseas police checks (where applicable). Please see 
the School’s Safeguarding & Promoting Welfare of Children Policy for full details of its safer recruitment 
procedure. 
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