
 
 

 

Job Description 

 

Post title: Senior Admissions Manager 

 

 

Department: Admissions 

 

Date compiled: December 2021 

Salary: £38,000 – £42,000 per annum (dependent on 
experience) 

 

Hours per week: 37.5 hours per week 
(plus approx. 12 Saturday mornings per 
year, on a rota basis)  

Weeks per year: 52 weeks 

1.0 FTE 

Immediate line manager: Director of Admissions. 
 
Designation and grade of any staff line managed by the post holder: Admissions Officers and 
Administrators. 
 
Job purpose: To provide strong support to the Director of Admissions and deputise as required to 
ensure that the school has efficient and effective admissions processes in place and successfully 
recruits to its full capacity with the right mix of pupils across all year groups. The post holder will be 
expected to take a lead on certain key responsibilities within the department and will provide day-to-
day line management of the team’s Admissions Officers and Administrators, helping to ensure that the 
Admissions team provides a professional and proactive service 52 weeks of the year. 
 
Principal duties and responsibilities:  
 
The role may encompass all of the following duties. The exact duties and responsibilities and 
balance of workload will be determined in discussion with the post holder’s line manager. 

 
Principal Duties 
 

 To deliver effective day-to-day line management of the team’s Admissions Officers and 
Administrators, ensuring a connected ‘whole school’ approach to Admissions. 

 To ensure the appropriate distribution of workload and encourage the sharing of knowledge 
and best practices amongst team members. 

 To oversee the efficient management of enquiries throughout all stages of the admissions 
process, making sure that families, agents, and prep schools receive a first-class service from 
the school which is professional and friendly. 

 To oversee the coordination of visits for prospective families and pupils (including open 
mornings, individual visits, and taster days), ensuring responsiveness to individual customer 
needs. 

 To ensure the maintenance of accurate and extensive data on all aspects of the admissions 
process on the database (iSAMS), and to continue the maintenance of these records for 
current pupils. 

 To ensure all admissions paperwork is processed accurately and records maintained, working 
closely with the Bursary to check and record deposits and awards. 

 To liaise with key members of staff within the school as necessary on individual applications 
e.g. the Deputy Head (Academic), Deputy Head (Pastoral), Deputy Head (Co-Curriculum), 



 
Director of Studies, Heads of Lower, Middle and Upper School, Learning Support and EAL, 
Director of Music, Sport, Drama, DT, Art etc. 

 To contribute to the planning and delivery of admissions events as requested by the Director of 
Admissions e.g. open mornings, entrance assessments, scholarship days, induction events 
and agent visits.  

 To act as an ambassador for the school at both internal and external events, and to meet and 
greet families and conduct onsite tours as required. Attendance at some evening events will be 
necessary. 

 To work closely with our agents, keeping them abreast of school developments and the 
availability of places in the school.  

 To liaise with guardianship agencies as necessary for current and incoming pupils. 

 In conjunction with the Director of Admissions, to oversee all CAS applications and visa 
renewals and ensure tight systems are in place to protect the school’s UKVI licence. 

 To help and support other members of the team during peak points in the admissions calendar 
and holiday periods, ensuring a high level of customer care for all prospective families and 
agents. 

 To oversee the leavers list and ensure leavers forms are sent out and processed on return. 
Updating the local authority of leavers (and joiners) as required and checking that departing 
pupils have arrived safely at their next school. 

 To send change of status paperwork to parents and process it on return, ensuring that lists are 
kept up to date and that the Bursary are informed of all changes. 

 To maintain the school’s Admissions Registers. 

 To regularly report on statistics and trends to the Director of Admissions and Headmaster, 
including pupil roll projections and year on year analyses, and to produce additional reports on 
request. To identify opportunities and risks as appropriate. 

 To work closely with the Director of Admissions, the Marketing team, and other colleagues 
within the school to foster a recruitment mind-set. 

 In conjunction with the Director of Admissions, to ensure effective delivery of the ‘52 weeks a 
year’ response policy. 

 Any other duty which may be reasonably requested by the line manager. Responsibilities may 
be direct, joint or through devolved structures, but always in accordance with whole school 
policies. 

 

For the avoidance of doubt, the duties and responsibilities contained within this job description may 
change from time to time according to the requirements of the role and it is not intended to have a 
contractual effect.  

 

Special requirements: 

******************************************************************************** 

All staff are expected to comply with the School’s Health and Safety policies in the performance of their 
duties. 

Job description drawn up by Director of Admissions Date: December 2021 

Approved for department by Human Resources Date: December 2021 

Agreed by Jobholder  Date: 

 
 


