
 

 

 

 

 

 

Job Description 

Job Title:  Boarding Admissions Manager 

Line Manager: The Head 

Produced:   November 2021 

Overall scope of the post: 

Reporting to the Head of Trent College, your role will be to effectively manage the 

admissions process for UK and overseas pupils who join the boarding community.  

 

From developing relationships and handing initial enquiries, through to the whole 

admissions journey, to making Trent College & The Elms the school of choice for 

prospective families. 

  

Competitive salary, depending on experience 

 

Around 30 hours per week, all year round, with some additional days, including at key 

pupil induction times. 

 

Flexibility for additional hours required for events and travel (UK and overseas), including 

some weekends and overnight stays.  

 

Responsibilities 

• Managing all enquiries promptly, efficiently, and effectively, such that prospective 

boarding families receive excellent customer service. 

• Managing all data relating to prospective boarding pupils on the iSAMS database to 

ensure accurate management and reporting. 

• Working with the whole Admissions team on the planning and running of online & 

onsite events for prospective pupils and their families, including open days, information 

evenings and boarding promotions. 

• Arranging and facilitating onsite tours of school, including liaising with relevant 

members of staff and the Head to provide an excellent experience for prospective 

boarders and their families. 

• Arranging taster days and boarding taster stays for boarding pupils. 

• Organising, and ensuring smooth administration of, onsite & online interviews, onsite 

scholarship assessments, onsite & offsite entrance assessments, including recording 

outcomes of all assessments. 

• Providing comprehensive information regarding prospective boarding pupils to the 

Head, in order for decisions on offers to be made in line with the school’s Admissions 

Policy. 

• Liaising with the Bursar regarding any applications for financial assistance. 

• Administering the offer and acceptance process, including recording details on iSAMS. 

• Working closely with relevant staff to provide detailed information in preparation for 

the arrival of new boarding pupils. 

• Regularly reporting on all formal applications in progress to enable accurate forecasting 

of pupil numbers for each term / academic year. 



 

• Tracking and reporting on confirmed and potential leavers. 

• Working with the Deputy Head (Pastoral) and Houseparents to promote boarding to 

existing day pupils at Trent College. 

• To encourage the growth of junior boarding by liaising with and supporting the work 

of the Elms to recruit Junior Boarders (Year 5 & Year 6). 

• Administering the ‘Change of Status’ process as day pupils move into boarding, from 

trial stays to formalising contracts and recording details on iSAMS. 

• Tracking and reporting on the number and status of boarders in each House. 

• To contribute to the ongoing growth and development of boarding 

• To actively promote the benefits of boarding to all appropriate internal and external 

audiences. 

• To work with members of the school’s Executive Group to develop an ambitious plan 

for the growth and development of boarding at Trent College. 

• Developing and building relationships with existing and new UK and overseas Education 

Agents, including attendance at online or offsite UK events. 

• Providing accurate and useful information to Education Agents to allow them to 

promote Trent effectively to their families. 

• Working closely with the Marketing Department to develop supporting promotional 

materials and maintain up to date information on third party referral websites. 

• Representing the school at UK and overseas events as agreed. 

• Investigating emerging markets to ensure diversity and balance within the boarding 

community 

• Working with the school’s immigration lawyers and ensuring compliance with the UK 

Boarder Agency regulations in support of the school’s Tier 4 sponsorship licence. 

• Preparing for, and leading, any audits or inspections made by the school’s immigration 

lawyers or by the UK Boarder Agency. 

• Arranging tours of school for Education Agents. 

• Organising and managing the International Induction Week for new boarders arriving 

in September. 

• To liaise with external services to ensure that exeat weekends are well planned and 

effectively supervised. 

• To support overseas families with the logistics of their child’s travel and to advise 

Matrons on the effective organisation of travel arrangements for junior boarders. 

• To ensure that any guardianship arrangements are appropriate for the circumstances 

of all new international boarders 

• Continually reviewing processes to ensure the selection procedures are effective and 

efficient. 

• Half-termly reporting to Governors on the current status of boarding admissions. 

Person Specification 

• Applications are welcomed from all applicants who feel their skills, interests and 

experience match the requirements of the role.  The appointed candidate is likely 

to be educated to degree level and have experience of a professional working 

environment. 

• A detailed knowledge of boarding recruitment and independent education would be 

advantageous, but applications are welcomed from candidates who can apply their 

existing skills to this role. 

• Applications are welcomed from applicants who enjoy working in people-facing 

roles, where personal presentation, excellent customer service and communication 

skills have been clearly demonstrated. 

• You should enjoy building and maintaining relationships with people, both internally 

and externally.  The role will require a well-developed understanding of different 

cultural perspectives around the globe; most notably (Asia, Africa, Europe). 

• The role will require strong administrative skills, a high level of computer literacy 

and the ability to maintain effective records. 



 

• You will be able to prioritise and manage your workload and enjoy working 

collaboratively. You will be used to working to targets, managing your time 

effectively and working to deadlines. 

 
 

• Experience within the independent, boarding education environment, in particular 

the overseas market, would be an advantage. 

 

• Languages (German/Spanish/Cantonese/Mandarin/Russian) would be a bonus but 

not essential. 

 

Professional Development 

The postholder is required to maintain and develop their professional knowledge to the 

highest of standards, keeping abreast of technical developments and best working 

practice.   

 

 


