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Introduction 

An exciting opportunity has arisen for an enthusiastic, engaging professional to join the Hatherop Castle team 
to support the continuing growth and development of our thriving school. As the first point of contact for 
families considering joining our community, the Registrar plays a vital role in helping families to get to know 
all that our school offers, and guiding them through the admissions process. Key characteristics of the 
successful candidate are therefore a warm and engaging personality, strong communication skills and the 
ability to build relationships, a positive proactive attitude and excellent organisation. A good understands of 
an independent school education, and particularly the advantages of a day/boarding prep school 
environment would be advantageous.  

The role 

The Registrar is a key member of the School and is the main link with families joining our school community. 
Primarily responsible for building relationships and guiding families through the admissions process from 
initial enquiry to the student joining the School. The Registrar is also responsible for promoting the School 
through building strong relationships with prospective parents and pupils, international agents, feeder 
nurseries, local schools. The Registrar will play a leading role in running open days and other marketing 
events. 

The successful candidate will take up the post in January 2022 or as soon as available.  A job description and 
person specification can be found later in the candidate pack.  

This is a full-time, year-round role. Working hours will be 40 per week, plus attendance at marketing events 
including some Saturday Open Days and occasional evening events.  

The role is offered with a salary of up to £35,000 per annum, dependent on experience, with the additional 
potential for a bonus linked to recruitment targets. 

We also offer a range of additional benefits, including: 

• 25 days annual leave plus public holidays. 

• Pension Scheme enrolment. 

• Free School lunches during term time. 

• Staff discount on school fees for own children attending schools within the Wishford group. 

The school 

Hatherop Castle School is a co-educational day and boarding prep school for pupils aged 2 to 13, located in a 
stunning rural setting in the heart of the Cotswolds. Set in 24 acres of beautiful landscaped grounds, the 
school enjoys a reputation for high academic standards within a caring, happy environment.  

Children are prepared for entry to a wide range of selective independent secondary schools including 
Westonbirt, Cheltenham College, Dean Close, Malvern College, King’s Gloucester and Marlborough College, 
as well as Gloucestershire’s highly sought-after grammar schools. The school has a 100% track record of 
achieving school of first choice and great care and consideration is given to ensure each child enters the 
senior school best suited to their needs. 

Children at Hatherop Castle benefit from a full and challenging curriculum with expert teaching and wide-
ranging extra-curricular activities. Here they build skills, techniques and a love of learning that will serve them 
throughout their school career. The Castle and grounds themselves play an enormous role in the children’s 
experience, providing a wonderful and exciting place in which to spend their childhood, where they can play, 
explore, build confidence and take risks in a safe environment.  

Since joining the Wishford Schools group, the school has invested in an extensive programme of development 
and refurbishment, with improvements to classrooms, boarding accommodation and the common parts of 
the school, as well as upgraded IT facilities and investment in staff. In recent years, the school has benefited 
from a new Performing Arts Centre, providing an outstanding rehearsal and performance space for music, 



 

    
 

drama and dance, and a new floodlit AstroTurf pitch, which has made a huge contribution to the sporting 
provision at the school. The Pre-Prep and Nursery are currently being developed with improvements being 
made to the buildings allowing a full decoration of classrooms and communal spaces.  

Last inspected by ISI in March 2016, the school was found to be ‘Excellent’ in all categories. 

For more information on Hatherop Castle School, please visit: www.hatheropcastle.co.uk  

Application process and important dates 

Applicants should complete the school’s application form and submit this by email to 
nigel.reed@hatheropcastle.co.uk. The application form needs to be accompanied by a covering letter of no 
more than one page indicating the experience you have had to date and why you are suited to the position.  

Closing Date for Applications is Monday 6th December 2021 

Interviews will be held during the week commencing Monday 13th December 2021 

Contact details 

If you have any queries or would like further information, please do not hesitate to contact the Headmaster, 

Nigel Reed, at nigel.reed@hatheropcastle.co.uk. 

Safeguarding 

Hatherop Castle is committed to providing a quality all-round education for its pupils and to safeguarding 
and promoting the welfare of children and young people. Candidates must be prepared to undergo 
appropriate pre-appointment child protection screening.  

Job description 

Responsible to: 

Headmaster and School Business Manager 

Principal Responsibilities:  

Pupil Recruitment: 

• Take the lead in engaging with prospective families considering joining our school community, 
ensuring they receive excellent service and a positive impression of the school. Support families 
through the admissions process, proactively maintaining communication and guiding them towards 
reaching a positive conclusion. 

• Manage all communications to and from prospective parents, arranging visits to the school and taster 
days and helping to make them feel welcome into the school community. 

• Identify opportunities to proactively generate enquiries. 

• Liaise with agents to generate and manage international boarding enquiries. 

• Maintain the database of prospective pupils, ensuring that we effectively track the journey from the 
first point of contact to joining the school, or the decision to withdraw from the admissions process. 
Where tangible reasons for withdrawal are identified, make recommendations to the Headmaster 
for improvements that can be made to mitigate future withdrawals by other parents. 

• Ensure that registration forms and other paperwork involved for all new pupils are received and 
recorded on the system so that the Admissions Register is compliant with regulation. 

• Regularly review the schools’ Admission Policy and terms and conditions, to ensure that they remain 
appropriate for the school and the market in which we operate. 

• Organise, arrange and facilitate taster days and visits of prospective pupils.  

http://www.hatheropcastle.co.uk/
mailto:nigel.reed@hatheropcastle.co.uk
mailto:nigel.reed@hatheropcastle.co.uk


 

    
 

• Work with other schools within the Wishford Group to share best practice. 

• Act at all times as an ambassador for the school, promoting the school’s aims. 

School Ambassador  

• Be the first point of contact for prospective parents, whether that be in writing, telephone, or face 
to face meetings.  

• Work with the Headmaster and staff to ensure that tours and Open Days showcase each school to 
its best advantage.  

• Act as a role model for the schools’ ethos and values to prospective parents. 

• Act as a point of intelligence for the school to ensure that we maintain a competitive advantage 
within the independent school sector. 

Marketing  

• Work closely with the Marketing Coordinator to produce appropriate marketing materials that 
capitalise on our brand and maximise our admissions potential.  

• Work with the Marketing Coordinator to showcase our schools to their best advantage at every touch 
point in a prospective family's admissions journey.  

• Take the lead at school admissions events as well as in arranging ad hoc school tours, providing 
prospective parents with the necessary information to support their application. 

• Take responsibility for ensuring the accuracy of all information channels.  

General Responsibilities 

• Liaise with the school and group’s finance team in managing pupil registrations, deposits and fees.  

• Ensure that all Admissions activity is delivered within legislative requirements and Independent 
Schools Council Code of Practice. 

Administrative Responsibilities 

• Assist the Head with aspects of his day-to-day responsibilities ensuring prospective parent tours and 
visits are given priority alongside his other commitments.  

• Support and assist with the day-to-day running of the school office, working closely with the school 
secretary to assist pupils, parents and visitors. 

• Maintain a high standard of professional commitment. 

• Co-operate and liaise with fellow staff from each department for the good of the pupils and of the 
school. 

• Contribute to the overall life of the whole school. 

Person Specification 

Skills/abilities  

• A warm, engaging style that quickly builds trust and relationships.  

• Outstanding communication skills, both verbal and written. 

• The ability to present professionally as the representative of Hatherop Castle School.  

• Very strong interpersonal skills to ensure positive interaction with the many stakeholders involved 
in school admissions. 

• A high level of organisational and administrative competency. 

• The ability to lead and inspire, and develop those who are direct reports. 

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

• A high level of computer literacy and a competent user of the Microsoft Office suite of packages. 
Familiarity of PASS would be an advantage, but training will be provided. 



 

    
 

Experience, knowledge and qualifications  

• Proven experience in educational admissions. 

• A knowledge and understanding of independent education. 

• A relevant formal professional qualification is desirable although not essential. 

Personal attributes  

• A confident professional, with excellent judgement and initiative. 

• An excellent personal manner. 

• An independent and strategic thinker Sensitive to working in an educational environment. 

• Motivated and have the ability to take the initiative to manage tasks. 

• Approachable, open and enthusiastic manner. 

• A good sense of humour and positive attitude. 

• Smart and professional in presentation. 


