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Admissions Registrar at Holmewood House School 

About Holmewood House School 

Holmewood House is a prestigious independent Prep School of 440+ pupils aged 3-13 years, set amidst 30 
acres of the most beautiful Kent countryside, just outside Tunbridge Wells. The School is a happy and 
supportive working environment, where we pride ourselves on the exceptional provision for our pupils and 
staff in all areas.  

Holmewood House provides a broad, well-balanced curriculum with outstanding teachers in what is very 
much a family school where the positive relationships between the teachers and children allows staff to get 
to know and understand the individual needs of each and every child. They foster their talents and nurture 
their growth through a challenging and exciting curriculum. 

The school wholeheartedly believes that emotional and social well-being, self-esteem, happiness and 
confidence are of prime importance and are in themselves inextricably linked to academic progress. Staff are 
excited by the curiosity and thirst for learning that each child, regardless of their ability, naturally displays. 
They work hard to allow each child to ask why, to query and to have the time to develop their thoughts into 
fresh discoveries and innovations and, in doing so, overcome the challenges faced. The end result is the 
celebration of learning – a reward in its own right! 

The wonderful environment and outstanding facilities provide a strong framework upon which the ethos of 
‘allowing children to be children’ can be achieved. Childhood is full of exciting new experiences which, 
parents and teachers relive, through the eyes and laughter of the children. 

http://www.holmewoodhouse.co.uk/
http://www.holmewoodhouse.co.uk/wellbeing/
http://www.holmewoodhouse.co.uk/about-us/school-information/facilities/


The relationship between home and school is of fundamental importance in ensuring every child is 
surrounded by the love, care and guidance which they require as they make their way through their 
educational journey. In short, the partnership allows the children to enjoy the most important journey of all: 
childhood. 

For further information about Holmewood House please visit our website www.holmewoodhouse.co.uk 

Admissions at Holmewood House 

   

Reporting directly to the Head, the Registrar plays a crucial role in helping to build on the success of 
Holmewood House School. The role is responsible for pupil recruitment and admissions at Holmewood and 
plays a key ambassadorial role for the School in promoting its values and ethos in all interactions with 
prospective parents. The Registrar works very closely with the Marketing Manager with both roles providing 
mutual support to each other at peak activity periods. 

We are looking for a candidate with a good understanding of prep schools and a strong empathy with our 
Schools’ ethos and focus on care for the child. They will be a natural and engaging communicator and possess 
excellent organisational and administrative skills with good attention to detail when handling data. A 
sensitivity to prospective parents’ needs and a confidence to positively promote the School in a balanced and 
sophisticated way will also be important in this role. 

There is some flexibility over the working pattern but it is expected to be around a 37.5 hour week, worked 
over 5 days per week during term time plus 6 additional weeks each year for keeping an eye on activities 
and prospective parental requests over the holidays. Some flexibility will be required to support recruitment 
events and tours that may take place outside the standard hours in order to fulfil the remit of the role. 

 
  

http://www.holmewoodhouse.co.uk/


Key Responsibilities 

The primary responsibility for the role is to manage the pupil recruitment and admissions process at 
Holmewood House in line with the School’s strategy and overall marketing plan. Specifically, in consultation 
with the Head: 
 
Pupil Recruitment and Events: 

• Manage all interactions and communications with prospective parents ensuring enquiries are met with 
a professional, timely and personal approach 

• Lead personalised School tours to ensure the educational provision, ethos and facilities are presented 
in the best possible light to prospective parents 

• With the support of the Marketing Manager, organise and manage admissions events including school 
open days to drive pupil recruitment 

• Engage with our international agents over queries and onboarding of overseas pupils 
• Support the Marketing Manager in key events such as the Independent School Show 

 
Admissions Process: 

• Engage with teaching staff in arranging taster days for potential pupils 
• Manage the onboarding and induction process for new pupils including releasing offer and joining 

letters 
• Registering and managing accurate pupil records in the school database (Pass) 
• Managing the overseas Tier 4 application process 

 
Other Activities: 

• Provide analysis of pupil recruitment data to the Head and for Governor meetings 
• Support the Marketing Manager in key events and activities around the school from time to time 
• Keep informed of school events and developments in the local Prep school market 

 
This is a varied role which requires flexibility in approach. Other opportunities and requirements will arise 
depending on the skills and natural strengths of the individual. 
 

Qualities and Skills Required 

• Strong and engaging communication skills both face to face and in written communications 
• A confidence to positively promote and position the school and its values 
• A positive attitude with the ability to work flexibly getting involved in school life and also on your 

own initiative 
• Strong organisational and administrative skills 
• Good attention to detail when handling data and confidence with IT (ideally with Excel and database 

experience) 
• An ability to learn quickly and work efficiently 
• Experience of working in schools and a good understanding of the Prep School market 
• An empathy with the ethos and values of Holmewood 
• An understanding of GDPR and how to operate within its requirements 

 
Whilst every effort has been made to outline the main duties, responsibilities and requirements of the role the 
list is not exhaustive and the successful candidate will be required to undertake different tasks as necessitated 
to meet the changing needs of the school environment and the professional development of staff. This job 
description may therefore be subject to amendment.  
  



Salary 

A competitive salary will be offered and will depend on the level of experience and the agreed working 
pattern of the successful candidate. 

Pension & School Benefits 

In addition to a competitive salary, the successful candidate will be offered a range of benefits including a 
generous employer contributory pension, free parking, ‘term-time plus’ working and free 
lunch/refreshments. 

Start date 

The start date will be subject to candidate availability but ideally the start date will be from March 1st 2022. 

Offer 

The successful applicant will be offered the role subject to the satisfactory completion of a number of 
background checks including but not limited to: an enhanced DBS check, the taking up and verification of 
references, the verification of career history and fitness to undertake the role.  

Safeguarding 

Holmewood House is committed to promoting and safeguarding the welfare of children. All staff are required 
to adhere to and ensure compliance with the School’s Safeguarding policies at all times. 

The school adopts a rigorous safer recruitment process which is adhered to in the appointment of all new 
members of staff. As part of the safer recruitment process, all applicants must be willing to undergo child 
protection screening appropriate to the post including, but not limited to, checks with past employers and 
an enhanced Disclosure and Barring Service (DBS) check. 

Application 

If you wish to be considered for this role, please complete a cover letter and application form, which can be 
found on our website at: 

Holmewood House Job Opportunities 
 
and email to: 
admin@holmewoodhouse.co.uk 

CVs can also be submitted as supporting information to the application form.  

The closing date for applications is the end of Monday 31st January 2022. Early applications are encouraged 
as we will look to start interviews before the closing date. If you would like more information on the role 
or require a hard copy application form please contact the admin team via email to: 
admin@holmewoodhouse.co.uk or via phone: 01892 860000 
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https://www.holmewoodhouse.co.uk/staff-vacancies/
https://www.holmewoodhouse.co.uk/staff-vacancies/
mailto:admin@holmewoodhouse.co.uk
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