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JOB SUMMARY 

As the first point of contact with Brambletye, the Registrar plays a key role in creating an excellent 
first impression and ensuring that a prospective family’s journey from enquiry to their child’s first 
day is as smooth and an enjoyable process as possible.   The success criteria for this role will be 
measured by: 
 An increase in total pupil enrolments; 
 An increase in conversion of new pupil enrolment; and 
 Generated increase in enquiries. 

 

KEY DUTIES AND RESPONSIBILITIES 

The key duties and responsibilities (to include the following but is not limited to) are: 

 
Admissions Process and Administration 

 
 Work with the Headmaster and the Marketing Team to devise and agree a School Admissions 

Strategy and an Annual Recruitment Plan; 
 Oversee and drive admissions in Nursery, Pre-Prep and the Prep School; 
 Handle enquiries from prospective families by telephone and email efficiently while building a 

rapport with parents and processing applications in a timely manner 
 Ensure the admissions process is a well-managed, personal and positive experience for parents, 

maximising opportunities to positively influence decision making throughout the process; 
 Be responsible for all correspondence with prospective families ensuring a personalised, 

proactive timely contact is made throughout the admissions journey; 
 Ongoing review and development of the admissions process to streamline applications and 

respond to market changes in an efficient system; 
 Create and maintain accurate prospective pupil records and paperwork from enquiry to start 

date.  Provide accurate reporting to allow admissions planning and strategic decision making; 
 Send email updates and relevant literature to prospective parents and agencies; 
 Liaise with Academic, Additional Pupil Support and Boarding staff to organise assessments, 

taster days, and feedback to parents; 
 Liaise with the Boarding team to discuss the availability of beds for new boarders; 
 Capture, document and utilise feedback from prospective parent visits; 
 Keep up to date with the curriculum, senior school assessments, co-curricular programme and 

events; 
 Explain the role of guardians to overseas parents and ensure that each child has a suitable 

guardian appointed by the family; 
 Understand and monitor changes for international student visas and UK Border Agency policies 

and ensure these are implemented by the school.  Ensure compliance in issuing CAS and 
administering all aspects of Child Student Visas for overseas pupils; 

 Ensure the smooth transfer of prospective pupil records to the current pupil database and being 
responsible for ensuring all new pupil paperwork is completed; 

JOB DESCRIPTION 
JOB TITLE Registrar 

DEPARTMENT Marketing 

SECTION N/A 

REPORTS TO Head of Marketing   

RESPONSIBLE FOR N/A 



         

2                                                                                                                                                                                                                   HUMAN RESOURCES/JD/REGISTRAR (UPDATED: NOVEMBER 2021) 

  

 Preparing  new pupil and new parent booklets ensuring the information is up to date; 
 Organise Scholarships and Bursaries days, liaising with the Bursar regarding applications and 

advising parents about the process; and 
 Have a good knowledge of the local area to help new families who are relocating to the area to 

orientate themselves. 
 

Planning 

 
 Monitor current and future roll numbers, keeping the Headmaster, Bursar and Head of 

Marketing regularly informed of actual and projected pupil numbers for financial modelling; 
 Ensure that the school achieves target growth and retention numbers in line with annual 

budget; 
 Work with the Marketing Team to ensure that the return of investment on admissions activities 

and marketing activities is meaningful; and 
 Monitor current market trends in boarding, weekly boarding, flexi boarding and day markets and 

develop the marketing strategy for each sector. 
 
Data Reporting 

 
 Create and provide reports for the Headmaster and Marketing Team on a weekly basis detailing 

admissions activity and trends; 
 Generate admissions statistics, information and analysis in more complex reports for the 

Governors; 
 Establish a programme for reviewing and developing all aspects of the school’s admissions policy 

and procedures, monitoring results of all admissions activity and employing appropriate 
methods to measure their effectiveness;  

 Look at key trends in visit and conversion data to optimise enquiry and visit experiences; and 
 Notify the West Sussex Council regarding joiners and leavers outside of the ‘usual’ years. 

 
Marketing 
 
 Organise and host recruitment events such as Open Days or Activity Days (event planning, 

administration of invitations, coordination of internal staff, catering arrangements, post event 
evaluation and attendee follow up); 

 Identify and organise attendance and speaking opportunities at local and overseas recruitment 
events; 

 Work with Head of Marketing to ensure that marketing strategies are reflected in work and 
processes; 

 Cultivate a good relationship with key education agents, consultants and directories and identify 
agents in new markets; and 

 Keep abreast of marketing trends and ideas throughout the industry. 
 
Additional Responsibilities and Professional Duties 
 

 Support and foster the aims of the school; 

 Be familiar with the contents of the Code of Conduct and other relevant school policies; 

 Adhere to the school’s Data Protection and Privacy Policy; 

 Be familiar with the school’s health and safety guidance and be responsible for personal health 
and safety and that of the pupils; and 

 To undertake any other duties that may be reasonably requested of the post‐holder, as directed 
by the Head of Marketing or Headmaster. 
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Safeguarding 
 

 Complete an enhanced Disclosure and Barring Check (DBS); 

 Complete relevant training e.g. Child Protection, Prevent; and 

 Promote and safeguard the welfare of all children and young persons they are responsible for, or 
with whom they come into contact. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
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 the post may vary 
from time to time without changing the character of the duties or the level of the responsibility 

entailed. 
If during the course of time the duties and responsibilities detailed should change significantly and 
for a sustained period of time, the Job Description will be reviewed and amended in consultation 

with the post holder. 
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PERSON SPECIFICATION 

CRITERIA Essential Desirable 

QUALIFICATIONS 

Good standard of general education, including English and Maths X  

EXPERIENCE AND KNOWLEDGE 

Significant experience of working in school admissions and experience of 
promoting, developing, overseeing and managing the end-to-end admissions 
process 

X  

Knowledge of marketing and sales X  

Proven track record of maintaining positive and production relationships with 
a range of internal and external stakeholders in order to promote change 
effectively 

X  

Experience of producing and evaluating data relating to key activities, and 
preparing/presenting accurate and relevant information 

X  

Experience of using a school information management system to record and 
generate data 

X  

An understanding of regulatory compliance issues X  

Excellent knowledge of MS Office, Google and WCBS (PASS and 3SYS) X  

Familiarity with the Tier 4 visa system  X 

Experience of working with international pupils and their families  X 

Experience of working in an independent school environment  X 

PERSONAL AND PROFESSIONAL QUALITIES 

The highest level of professionalism and sensitivity X  

Excellent communication and interpersonal skills, with the ability to 
communicate effectively and build relationships with a diverse range of 
people of all ages, of different nationalities and at all levels 

X  

Effective professional written communication, able to compose 
correspondence fluently and with accuracy 

X  

The ability to think strategically but to effect improvements by attention to 
detail 

X  

Highly developed skills in planning and managing admissions processes and 
activities 

X  

Able to handle a busy and demanding workload X  

Pro-active, creative, forward thinking X  

Resilient with the ability to resolve challenging situations X  

Capable of applying analytical skills to generate practical solutions and 
support initiatives 

X  

Integrity, discretion, adherence to confidentiality X  

Outstanding attention to detail X  

The ability to prioritise tasks and work to strict deadlines  X  

Remain calm under pressure X  

A positive and flexible approach to duties and working hours X  

Highly presentable and smart in appearance X  

Ability to work in a way that promotes the safety and wellbeing of children 
and young people 

X  

Reliable, punctual and trustworthy X  
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Friendly, cheerful and polite manner X  

Willingness to taken on new challenges and be open to learning new skills 
and/or ways of working 

X  

A sense of humour X  

Commitment to continuing professional development of self when 
opportunities arise 

X  

Be comfortable with the school’s Christian ethos X  

An understanding of the nature of independent prep-schools and of the high 
expectations  

X  

 

Job Description Last Reviewed and Updated: 
November 2021 

AB (Head of Marketing) 
HW (HR Manager) 

 


