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Thank you for your interest in this role. I hope after reading through 
this information, you will understand why, after 17 years of  school 
leadership and 33 years of  teaching, I put my plan to retire on hold 
and became the Head of  this wonderful school. On our best days, 
Ampleforth leads the way in education in this country and we are 
committed to making sure that every day is a best day. Ampleforth’s 

beautiful, with the Abbey at its core in a glorious Yorkshire valley 
setting. Once you have absorbed the surroundings, you cannot help 
but be infused with the ethos, traditions, and history of  the place, 
all of  which are grounded in Benedictine values. These values are 
central to everything we do.

For my part, I trust that staff  are attentive to the needs and demands 
of  all students and parents, and that students are properly attentive to 
their own needs and those of  others. I trust that staff  are hospitable to 
students and parents as is appropriate, and that students have a social 
life that is warm and friendly. I trust that staff  take responsibility 
for the learning and welfare of  all students, and that everyone in the 
community takes good care of  our environment - stewardship is vital 
in a boarding environment. I trust that we all respect each other and 
also the opportunities to learn, to grow and to support each other. 
Finally, I trust that the community as individuals and a collective, 
have integrity as a result of  this approach, as well as a strong sense of  
happy equilibrium. These values have been successfully tried and tested 

lived, minute by minute, provide a compass for life. My commitment 
to this community is that we will strive, with clear leadership, energy, 
and resolve, to connect with these values and truly live them.

An Ampleforth education is inspired by the richness, breadth and 

their academic potential, to explore to the full the extraordinary 
range of  co-curricular opportunities on offer, and to acquire through 
excellent pastoral support and spiritual guidance, greater self-

educational experience provides for students a compass that will 
remain their guide for life.

It is a joy to be part of  this very special community which has such 

proposition. We look forward to receiving your application.

Robin Dyer
Head

Note from 
   the Head
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Ampleforth College 
Founded in 1802 and set in 2,200 acres of  beautiful Yorkshire valley, Ampleforth College is the world’s 
foremost Catholic day and boarding school, welcoming girls and boys of  all faiths aged 11-18.

Each student’s unique talents are recognised and nurtured within a welcoming community rooted in 
Benedictine values. Ampleforth educates the whole person, unlocking what they can contribute to the 

select solely on ability and offers a system of  dedicated tutors to ensure each student’s progress. Students 

Over 80% of  students are full boarders and come from across the whole of  the UK and around the 
world. We offer the breadth of  opportunity for each student to discover and develop their interests and 

facilities are enhanced by expert staff  who ensure that the students get the most out of  them. There is a 
particular focus on charity work and service with many students involved in local community projects. The 
Combined Cadet Force, with both Army and Royal Air Force Sections, is also extremely popular. Students 

work well with others. Amplefordians are inspired to be caring and thoughtful citizens who make the right 
decisions in life. 

We are reinvigorating Ampleforth’s tradition of  independent thinking, learning, and coping in all aspects 
of  school life, with students constantly encouraged to volunteer their opinions and ideas. These equip 

In 2018, Ampleforth College underwent a full governance review and in October 2018 a framework 
agreement was signed between the proprietor, St Laurence Education Trust (SLET), and the Ampleforth 
Abbey Trust which ensures that the Trusts operate as independent charities with clarity of  responsibilities 
and boundaries. The agreement places the highest priority on the safeguarding of  students.
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Admissions Registrar 
JOB DESCRIPTION:

It is an exciting time to be working at Ampleforth College. Last year, the school 
published a vision for growth and development over the next decade and 
the number of  families applying for places is growing. As a member of  the 
Admissions, Marketing and Communications team, the Admissions Registrar 
plays an important part in the management of  the reputation and perception of  
the school as well as in the recruitment of  new students.

Reporting to the Head of  Admissions, you will line manage two members of  

process for all prospective pupils and their families. You will ensure that the 
department provides an exemplary applicant journey and maximises conversion 
at every stage of  the process.

The Registrar role is integral to the success of  the school and requires excellent 
customer service skills including outstanding communication, both verbal and 
written. Admissions is a very busy department and this hands-on role requires 
the ability to work well under pressure, have an eye for detail, and to maintain an 
extremely high level of  accuracy in all aspects of  the work.

This is a varied and interesting role, involved in the day-to-day running of  the 
Admissions department and working as part of  a supportive and friendly team. 
The position is full-time during term time, including Saturday mornings, plus 6 
weeks working during school holidays. You may also be required to attend some 
events in the evenings and in other locations in the UK and abroad.

MAIN RESPONSIBILITIES: 

 • Manage the admissions process from the point a student is registered 
   through to enrolment in school
 • Interview in person or online all prospective students put forward for 
   a place by the Head of  Admissions to ensure the right quality of  student  
     and that the School can meet their needs
 • Devise appropriate communication and follow up procedures to ensure  
   the most positive outcomes and excellent customer service
 • Organise in-school and remote assessments for prospective students 
   including Scholarship & Assessment Days and ‘taster’ experiences 
 • Work creatively and proactively to ensure the School achieves its 
   annual intake targets for day pupils and boarders, including overseas pupils

 
Michael, Old Amplefordian

“We are encouraged to think and challenge. Teachers are 
passionate in what they are doing and we have a healthy 
balance between study and play.”
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Hannah Pomroy, Deputy Head

MAIN RESPONSIBILITIES CONTINUED:

  • Ensure all paper and electronic records of  new pupils are kept up to 
   date including completed joining forms, reports, proof  of  identity 
   records and where applicable, school references
 • Work closely with Finance and the Bursar to manage bursary applications
 • Work closely with EAL and Learning Support staff  to ensure that  
   prospective pupils with additional learning needs are fully supported 
   throughout the admissions process
 • Work closely with the Headteacher and other key staff  at the current 
   school of  a prospective pupil to help manage an effective and smooth 
   transition to Ampleforth College
 • Other duties as may be reasonably required from time to time including 
   administrative support

SPECIFIC DUTIES INCLUDE:

 • Acknowledge receipt of  Registration Forms outlying future admissions process
 • Request reports from existing schools and pass to any other staff  as required
 • Send out formal Offer Letters and parent/school contract
 • Request deposits to secure places at appropriate times and acknowledge receipt
 • Sit in and advise the Bursary Committee; liaise directly with the Bursar about 
   individual families
 • Manage and record outcomes following the bursary application process

“There’s just about anything you want to do and 
you can do it at whatever level you want.  You will 
get a fantastic education at Ampleforth, whatever 
your potential is.”
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SPECIFIC DUTIES CONTINUED:

 • Liaise with all bursary applicants before and after the Bursary Committee Meeting
 • Collate and distribute welcome packs via post and email
 •
   Houseparents and Heads of  Year
 • Maintain up to date boarding house records and liaise with the Head of  
   Admissions over boarding allocations, spaces and short-term stays
 • Keep the school database updated regarding the status of  prospective pupils

CHILD STUDENT VISAS

 • On behalf  of  the School, act as the Sponsor for all child student visa applications, 
   liaising with the UK Visa and Immigration Service
 • Process CAS details for visa applications in accordance with current UKVI 
   regulations
 • Liaise with Agents and/or Guardians, as appropriate, throughout the application 
   process as well as the parents applying for a child student visa
 • Ensure visa details are updated on the school database and monitor visa expiry 
   dates to ensure all students who require it hold a current visa
 •
   UKVI and conduct regular internal audits to verify accuracy 

OTHER RESPONSIBILITIES

 • As a member of  the Admissions, Marketing & Communications Team, assist in 
   the planning, promotion, development and execution of  events for prospective 
   families and prep schools
 • Foster good working relationships with current overseas agents and develop links 
   with new agents where it is advantageous for the College to do so
 • Attendance at admissions events including Open Days, New Starter Days, 
   Scholarship & Assessment Days. This will involve occasional evening working.
 • Input in the ongoing development of  the admissions strategy
 • Deputise for the Head of  Admissions by meeting prospective families and 
   representing Ampleforth College at Senior School events, as required
 • Keep up to date with changes to Ampleforth College policies and procedures, 
   including safeguarding, health and safety and risk assessment policies, as well as 
   other school related guidelines as required
 • Undertake any other duties relevant to the nature and responsibility of  the post as 
   reasonably determined by the Head of  Admissions
 • Follow all legislation, as well as our own policies and procedures, relating to 
   working with children, safeguarding, and Health and Safety 

MANAGEMENT RESPONSIBILITIES

 •
 • Admissions Assistant / Receptionist (full time)
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PERSON SPECIFICATION

Essential:

 • University degree or equivalent level of  skills and experience
 • Previous experience of  working in a similar role, ideally within the independent 
   school sector
 • Superb customer service skills
 • Ability to build strong relationships with parents and prospective students
 •
 • Previous experience of  managing a small team
 • Excellent organisational skills, with the ability to prioritise, plan ahead and meet 
   deadlines
 • Meticulous attention to detail and ability to work well and stay calm under pressure
 • Work to tight deadlines; systematic in approach to tasks, with attention to detail
 • Excellent interpersonal skills including the ability to engage with parents and relate 
   to people on all levels with sensitivity
 • Well-presented appearance and professional manner
 •
   times
 • Ability to employ tact and diplomacy in challenging or sensitive situations
 • Willingness to work extended hours including evenings and weekends when 
   required
 •
 • Experience of  managing a database e.g. iSAMs
 • Effective use of  new technology to enhance outcomes
 • Evidence of  substantial administrative experience in a complex, busy, service 
   driven organisation
 • Good telephone manner, ability to deal with callers and visitors in a calm and 
   courteous way
 • Able to strive for excellence in all aspects of  work
 • Open and friendly personality, willing attitude and intelligent approach to tasks
 • Ability to form and maintain appropriate relationships with staff, pupils and 
   parents
 • Strong interpersonal, written and oral communication skills with the ability to deal 

   and parents
 • An effective team member, assisting others as required, with the ability to use own 
   initiative when appropriate
 •
 • Attention to detail and ability to actively question and clarify information
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Desirable: 

 • University degree or equivalent level of  skills and experience
 • Previous experience of  working in a regulated environment
 • Systems and Software Experience in iSAMS
 • Sound educational background
 • Experience of  independent school admissions
 • Thorough understanding of  admissions procedures
 • Excellent understanding of  independent education at all stages 

PERSONAL COMPETENCIES AND SKILLS

 • Excellent interpersonal and communication skills including the ability to relate well 
   to people of  all levels with sensitivity, tact and diplomacy
 • Able to maintain a high work rate and to prioritise a range of  tasks and competing 
   items
 •
   (ICT) and databases
 •
 • Experience of  providing a comprehensive, professional service including meeting 
   and greeting visitors
 • Awareness of  the requirements of  the Independent Schools Inspectorate (ISI) and 
   OFSTED
 • Knowledge of  the independent school system
 • Knowledge of  safeguarding
 • Strong organisational and analytical skills alongside the ability to manage various 
   streams of  work concurrently Ability to work effectively under pressure
 • Outstanding interpersonal skills and the ability to interact well with people at all 
   levels and build relationships
 •
   and aims
 • Excellent telephone manner and written communication skills
 •
   Management Information System – iSAMS – to extract and interpret useful reports
 • A proactive and professional attitude to developing and sustaining working 
   relationships with prospective parents and pupils
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ATTRIBUTES

  • Willingness and availability to attend Open Days and other admissions related 

   events including occasional evenings and weekends (role involves all Saturday 

   mornings in term time)

 • Personal warmth and a genuine desire and commitment to help others and offer 

 • Understanding of  the independent school sector

 • A team player with a positive, enthusiastic, and solutions-focused attitude

 • Reliable, well organised with good attention to detail

 • Willingness to keep abreast of, and adopt, admissions best practice 

 
Helen Pepper, Head of  Christian Theology

“This school cares about its students, so when they go out 
into the wider world they will succeed in a moral context 
and in a family context. It’s trying to do something beyond 
academics, and I think that’s really important”
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Anna, Old Amplefordian 

Luis-Paul, Old Amplefordian

“Ampleforth is truly a special place.  
Not only is the education system 
excellent, but with a combination of  
endless activities and the Benedictine 
ethos, it’s a place where you can thrive.”

has grown enormously, largely because 
people have put more faith in me, which 
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Conditions of Employment
 • Hours: 41 hours per week to include Saturday mornings in term-time. 

   accordance with the needs of  the role
 • Attendance at events for prospective families at the College, at other   
   locations in the UK and internationally as required
 • Contract: Term-time plus a minimum of  6 weeks work during school   
   holidays - to be agreed
 • Pension: Group Personal Pension – employer 4% / employee 4%.
 •   Fee remission (at Head’s discretion). Free lunch during working  
   hours. Free parking. Subsidised membership of  St Alban Sports Centre.   
   Life assurance
 • Probationary period: 6 months
 • Salary: To be discussed at interview.

Working Environment
This is an enjoyable and stimulating place to work. Our staff  body seeks to 
work to core values and codes of  conduct developed from the Rule of  St 
Benedict.

Staff  Support
We endeavour to support all staff  members to the very best of  our ability. We 
operate family-friendly policies such as childcare voucher schemes, company 

opportunities. There is also an Employee Assistant Programme offering a free 

to advice and information, coaching and counselling where appropriate. In 
addition to this, a Staff  Chaplain is also available to offer advice and support.

Ampleforth takes the welfare, health and wellbeing of  its staff  seriously. We 
offer multiple leisure opportunities such as reduced Sports Centre membership, 
discounted rates at the Ampleforth College Golf  Course in the neighbouring 

scheme. The grounds of  the campus are well maintained and open to staff  for 
walking and running. On top of  professional development, welfare, support 
and a generous pension scheme, the St Laurence Education Trust also offers 
its staff  many day-to-day perks. These include a discount in the Abbey Shop 
and Tea Room, as well as a free hot lunch including a choice of  main course, a 
salad bar, pudding and fresh fruit. Although the site was not originally designed 

part of  the Ampleforth campus. Employees with children in the School may be 

current Trust policy.

Mia, Old Amplefordian

“Ampleforth is a boarding school like no other, where you will be given the 
chance to discover yourself  in different ways and leave with a more open 
mind to the world. So many opportunities are given to you here; your role 
is to embrace the journey.”
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Apply now
For more information or to discuss the role further, please contact the Head of 
Admissions, Kate Pope on kmp@ampleforth.org.uk

The Trust is committed to a policy of equal opportunity and will take every possible 
step to ensure fair and equal treatment of all. All Trust policies and practices will 
support the commitment to equality of opportunity in respect of any recruitment, 
and selection process. No member of staff or applicant will be unfairly disadvantaged 
by the Trust policies or practices.

Safeguarding and Child protection at Ampleforth College 

Ampleforth College is committed to safeguarding and promoting the welfare of 
children.

All applicants must be willing to undergo recruitment screening processes including 
interview, references from past employers and a Disclosure and Barring check will be 
carried out on all successful applicants.

All posts at Ampleforth are exempt from the Rehabilitation of Offenders Act 1974. 
We therefore require applicants to declare all convictions, cautions and bindovers, 
including those regarded as ‘spent’. All information provided will be treated as 
confidential

Our Safeguarding Policy can be accessed via our website. Any offer of employment is 
made subject to a full range of  checks and satisfactory references.

The Application Process 

If you have enjoyed reading about life here in the Ampleforth valley, and would like 
to join the team, we encourage you to apply. Applications should be made via our on-
line system.  

Please visit www.ampleforthcollege.org.uk/careers to start your application.

If  you have any questions about the application process, please contact the HR 
Department on 01439 766069 or email humanresources@ampleforth.org.uk

The interview process will take place in school. Further details will be provided once 
the shortlist has been agreed.

Closing date for applications: 10am on Monday 10 January 2022

Initial interviews will take place week commencing 17 January 2022
Second stage interviews will take place week commencing 24 January 2022

Edward, Old Amplefordian

“The teachers are brilliant.  They know how to get me to where I need to 
be - they teach the way I learn best and they do that for everyone.  We are 
all encouraged to think independently and are treated as individuals.”
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Why Ampleforth?
Catholic education and Benedictine values underpin everything we do at 
Ampleforth, whether a student or member of  staff  is Catholic or not. We 
believe that humanity is a gift that we receive through others and that our 
relationships unlock the unique potential in each person. Our values form 
the foundation of  our approach to all our work and how we work with one 
another:

Respect: recognising and nurturing the unique talents of  every individual and 
oneself, understanding that we grow and learn from our differences and are 
made a better person by each other.

Hospitality: committing to live in such a way as to be welcoming and open to 
all, and to invite people to experience living life more fully in our community.

Attentiveness: being sensitive to the needs of  others as well as one’s own 
needs and supporting the mutual well-being of  everyone in the community; 
wanting what is best for each other.

Equilibrium: nurturing the well-being and resilience of  each individual and 
one’s own, and thereby of  the community, to achieve mental and emotional 

Stewardship: cultivating a sense of  responsibility and care for the people 
and the world around us, as well as oneself, to ensure our community and 
environment thrive.

Integrity: developing within ourselves strong principles, sound judgement, and 
the resilience needed to do the right thing.

Pierre Panhard, Old Amplefordian

“My time at Ampleforth was essential to making be become the person I 
am today.  I think it taught me to be independent, curious about different 
things, but more importantly, it taught me to be a better person overall.  I 
truly believe Ampleforth gives you a compass for life.”
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Ampleforth College, York, YO62 4ER

01439 766863   admissions@ampleforth.org.uk

www.ampleforthcollege.org.uk

Catholic co-educational boarding and day school for ages 11 to 19

An Ampleforth education is 
a compass for life




