
Director of Admissions 
& Communications
REQUIRED FROM APRIL 2022 OR SOON AFTER 





THE COLLEGE

Ardingly College is an independent,  
co-educational school for pupils aged 2 – 
18, offering both A Level and IB.  Founded in 1858, 
Ardingly College is a school of over 1050 pupils, 
including those in the Prep and Pre-Prep. 
Situated on a stunning campus in the beautiful 
Sussex countryside, the College also benefits from 
easy rail access to Brighton, London and Gatwick via 
nearby Haywards Heath station. 

The Senior School is a co-educational day and 
boarding school of 660 pupils aged 13 – 18. In 
September 2022 the Senior School will move 
to an 11+ model, incorporating the top two years of 
the Prep, with numbers rising to approximately 800.  
The Pre-Prep will also be formally incorporated into 
the Prep School, creating a school of approximately 
250 pupils from Reception to Year 6, with a Nursery 
offering pre-school education and care.

The College provides an all-round education 
centred on a strong academic core with excellent 
academic results. Recent success has seen the 
school rise to hold a consistent top 10 position in the 
global IB rankings with an IB average of 41 in 2021. 
A Level students achieved excellent results and 
maintained the College’s upward trajectory, with 
82% of A Level entries awarded A*-A.  At GCSE, the 
growing strength of the cohort resulted in 91% of 
exam entries being awarded grades 9-7. 

In the most recent ISI inspections, in the 2018 
Inspection of Educational Quality the College was 
judged excellent for both pupil achievement and 
personal development, and in 2021 the College 
passed all elements of the Regulatory Compliance 
Inspection. 



COLLEGE LIFE  

College life is based on a strong pastoral and 
co-curricular provision, with a progressive 
ethos of preparing children to be ready for the 
world. The College offers a broad range of physical, 
cultural, intellectual and social activities and an active 
community engagement programme.  Sport is 
also prominent, and the College maintains a proud 
tradition of participation and achievement in football, 
hockey, netball, swimming, fencing, basketball, 
athletics, cricket, and tennis.  Rowing and sailing are 
available on the nearby Ardingly reservoir.

Music, Art and Drama are particularly strong, 
with a vibrant extra-curricular provision including 
international music tours, concerts held at 
prestigious venues including St John’s Smith 
Square London, while the Drama department 
frequently takes productions to Chequer Mead 
Theatre in Sussex and the Edinburgh Fringe 
Festival.  Pupils also participate in the exciting 
Solar Car Project which saw Ardingly College 
enter the recent 2019 World Solar Race in 
Australia, beating famous global university teams.   

Over the past ten years, the College has invested 
considerably in facilities, building a Sports Hall 
and fitness suite, a co-educational Upper Sixth 
house, a STEM building and a girls’ day house, 
and refurbishing three new boarding houses and 
a dance studio. In September 2021, a new café, 
situated in the heart of the College and celebrating 
150 years of Ardingly on this site, opened its doors 
to great excitement.  By September 2022 the 
school will have completed work on an additional 
boys’ day house and generous accommodation 
for the Lower School (Years 7 and 8).    

Ardingly College celebrates national, cultural and 
socio-economic diversity.  A generous bursary 
programme is offered to provide educational 
opportunities for able children of limited financial 
means.  Over twenty nationalities are represented 
in the Senior School, giving the school a genuinely 
global outlook. The College also offers many 
opportunities and workshops, giving students 
a range of life skills to prepare them for successful 
transition to university and beyond.





This is an exciting opportunity for an experienced 
marketing and communications professional to join 
the leadership team of a successful co-educational 
independent school educating pupils from Nursery 
to Sixth Form.  Prior experience working in schools 
may be useful but is not essential.  However, 
vital to the role are a collaborative style and the 
ability to connect and communicate within and 
beyond the College community.  The successful 
applicant will have a strong appreciation of the 
value of independent education and an aptitude 
for communicating the College’s values to internal 
and external audiences.  They will play an important 
role in shaping the College’s educational purpose, 
reputation, and stakeholder relationships in the 
coming years.

The Director of Admissions & Communications 
is a senior whole-College role that incorporates 
admissions, marketing, communications, and 
external stakeholder relationships.  The post-
holder is the senior professional in this field with a 
fulfilment brief in both Senior and Prep schools.

THE POST 



ROLE PURPOSE 

The key role purpose is to manage the College’s 
admissions, reputation, internal and external 
communications and relationships with stakeholders 
such as prospective parents, feeder schools and the 
wider independent school market.  Towards this, 
the post-holder is expected to understand both the 
internal workings of the College and external factors 
that impact on it.   The ability to communicate 
both ways is critical, ie. to hold a mirror up to the 
College and reflect external perceptions to internal 
stakeholders as well as to communicate from within 
the College to external audiences.

Working primarily with the Head of College, Head 
of Prep School and the Admissions Registrar, the 
post-holder is responsible for the recruitment and 
retention of pupils and ensuring that the pupil 
population maintains an appropriate and agreed 
balance and diversity.  The post-holder also maintains 
a brief for establishing relationships with partner 
schools, including the effective deployment of funds 
for providing scholarship and bursary places.

The Director of Admissions & Communications is a 
member of the College Executive and of the Prep 

and Senior SMTs and is an integral contributor to the 
leadership and development of the College.    

TEAM LEADERSHIP & PROFESSIONAL 
RELATIONSHIPS

The Director of Admissions & Communications is 
responsible for the effective performance, leadership 
and management of the Marketing and Admissions 
team.  The role also includes line management of the 
Partnership and Bursary Coordinator.

The post-holder works closely with a range of 
staff and stakeholders across the College, in 
particular members of the Prep and Senior SMT, 
Housemasters/Housemistresses and the Directors of 
Sport, Music, Drama and Art.

To fulfil the role successfully, the post-holder is 
expected to maintain purposeful and respectful 
professional relationships with colleagues, act as an 
ambassador for the College and a role model for staff.

REPORTING

The post-holder reports to the Head of College.



TEAM LEADERSHIP

• Communicate team priorities, recognise 
contributions, and celebrate achievements.

• Provide coordination for team tasks and direction 
on individual assignments.

• Build a purposeful team culture of respect, 
openness, and support.

• Provide constructive feedback through informal 
and formal means.

DUTIES & RESPONSIBILITIES  



ADMISSIONS

• Plan and deliver agreed targets for pupil 
recruitment and oversee all aspects of the pupil 
recruitment process.

• Lead and supervise the assessment and 
interviewing of pupil applicants and the 
awarding of places as recommended by SMT and 
the Head of Prep School.

• Oversee the annual admissions cycle and ensure 
that recruitment processes are in place and are 
compliant with relevant policies, e.g. Admissions 
Policy.

• Meet and communicate with prospective parents 
and ensure a warm welcome and good customer 
service in the admissions experience.

• Encourage positive engagement among pupils 
and teachers in the admissions process, such that 
it is seen as a collective responsibility rather than 
a department.

• Organise visit guides, appoint and encourage 
pupil guides at admissions events.

• Personally host and tour visiting parents as part 
of a team of visit hosts.

• Plan and deliver key admissions events: open 
days, overseas trips and expos, engagement with 
feeder schools and parent visits.

• Liaise with colleagues eg. Leadership team, pastoral 
and academic managers and the estates and 
operations departments to ensure a positive look-
and-feel experience around the campus for visitors.

• Ensure effective management of admissions 
data; provide analysis and forecasting of 
pupil numbers for communication within the 
Admissions team, Head of College, Governors and 
other stakeholders.

• Act as authorisation officer for UKVI student visas 
and monitor the College’s compliance with UKVI 
regulations as administered by the Admissions 
Registrar.



MARKETING AND COMMUNICATIONS

• Design and oversee a communications 
framework for all College communications with 
internal and external audiences.

• Manage College branding to achieve maximum 
impact and ensure the correct style and 
application are used.

• Manage the College’s media communications 
eg. digital, website, promotional material, and 
publications to ensure key messages and 
branding are effectively communicated.

• Maintain regular formal and informal dialogue 
with key stakeholders to gather feedback and 
understanding of their views and priorities.

• Ensure marketing activity is targeted, effective, 
and where possible, measurable; ensure accurate 
and high-quality design impact of printed 
information and marketing material.

• Manage data systems relating to key deliverables 
and use data to provide insight and support 
good decision-making.

• Monitor trends in the market and provide 
briefings and recommendations for College 
Executive, SMT and Governors.

• Manage the Admissions and Marketing budget; 
negotiate and manage relationships with 
external providers to ensure optimal value  
within budget.



STAKEHOLDER RELATIONSHIP MANAGEMENT

• Engage with key stakeholder groups, notably 
parents and feeder schools, to understand their 
perspectives and communicate key messages. 

• Act as an ambassador and face of the College for 
parents and other stakeholders.

• Oversee and ensure a strong programme of 
parent engagement events for both prospective 
parents (eg. masterclasses and boarding 
experience) and current parents (eg. year group 
information and social events).

• Maintain good relationships and communication 
with the Heads of local Prep and Primary schools 
about pupil admissions and College progress.

• Survey key external surveys to inform the above.
• Act as first point of contact for press and media 

enquiries.

SCHOLARSHIPS AND BURSARIES

• In liaison with the Head of College, oversee the 
communication, processing and awarding of 
Scholarships and Bursaries.

• Engage with feeder primary and prep schools 
to attract outstanding candidates for awards, 
with an emphasis on transformational bursary 
candidates.

• Support the Partnership & Bursary Coordinator 
in developing external relationships, attracting 
candidates, and stewarding bursary holders to 
fulfil the purpose of their award.

• Agree the remissions budget with the Head of 
College and manage awards within budget.



PERSON SPECIFICATION  

ESSENTIAL DESIRABLE

Experience Proven track record managing a communications and marketing 
team and over-seeing successful delivery of a communications and/or 
marketing strategy.

Track record in managing communications or marketing projects  
through phases to delivery

Experience of school admissions is 
useful but not essential as this can 
be learnt.

Knowledge & 
Qualifications

A good honours degree from a recognised university.

Technical knowledge in relation to marketing strategy, communications 
methods and use of media including social media.

Knowledge of current practice and regulations relating to branding, 
trademark protection and the main aspects of marketing and 
communications law.

Professional qualification in 
marketing or communications.

Willingness and desire to undertake 
further professional development  
and training.

Skills and 
aptitudes

Articulate, accurate and engaging written and oral communication.

Ability to lead, support, and develop the capability of colleagues through 
team leadership.

Competent use of standard office software (word-processing, 
presentation, and spreadsheet packages) and an ability to manage, 
interpret and present data.

Knowledge and experience of 
managing website or social media 
development projects.

Personal and 
professional

Positive and approachable personality and an adaptable attitude to work.

Discretion and confidentiality.

Ability to remain calm under pressure and to find solutions to challenges.

Proven track record of successful 
teamwork.



TERMS & CONDITIONS 

The salary is in the region of £70k FTE depending 
on experience and agreed working hours.

Other benefits include pension contribution, fee 
remission for staff children and ancillary benefits 
such as school lunch and gym membership.

As a senior role, the Director of Admissions & 
Communications is expected to have working  
hours commensurate with the responsibilities.  
Within this, the role could be carried out full-time  
or on a flexible term-time plus basis to be 
negotiated on appointment.  

The routine working week is Monday to Friday, 
although some Saturday working is required for 
open mornings and masterclass events.   
Occasional international travel may also be 
required to represent the College in international 
recruitment markets.



APPLICATION PROCEDURE 

Applications should be made via our on-line 
recruitment system at www.ardingly.com/vacancies 
and should include a covering letter or personal 
statement outlining the applicant’s suitability for 
the role and the names, addresses and telephone 
numbers of two referees, one of whom must be the 
applicant’s current or most recent employer .

Ardingly College is committed to ensuring the 
welfare of our pupils and appropriate checks will be 
made before the appointment is finalised.

The closing date for applications is 12pm on 
Monday 7th February 2022 although applications 
will be considered upon receipt. Interviews will be 
scheduled thereafter.

Any queries should be directed to  
recruitment@ardingly.com

 

 

BEN FIGGIS 
Head of College 
January 2022



 
20 years of IB excellence and over  

150 years of UK education



Any queries should be directed to  
recruitment@ardingly.com

www.ardingly.com


