
 

 

 

 

CANDIDATE INFORMATION PACK 
 

 

 
ADMISSIONS & MARKETING CO-ORDINATOR 

24 hours per week / Term-time plus 4 weeks 

Required 19th April 2022 

 



 

Our School 

 

Notre Dame is an independent Catholic Day School set in 26 acres of beautiful, rural Surrey 

parkland.  We warmly welcome families of all faiths and none.  At Notre Dame School we are 

unashamedly holistic and our 650 students from aged 2-18 are at the centre of everything we 

do.   At Notre Dame we focus on Happiness and Success – in that order.  We are profoundly 

committed to this educational philosophy and through it we fulfil our aim of providing an 

exemplary all-round education.  The academic, creative, physical, moral and intellectual 

challenges expected in all good schools, complete with state-of-the-art facilities, are balanced 

with fun and laughter and a trusting and compassionate atmosphere which enables everyone 

in our community to be the best possible versions of themselves.  

 

For more than 400 years, pastoral care has been embedded at the heart of our approach to 

education.  This is not at the expense of academic rigour.  Rather, it forms the bedrock on 

which academic excellence is built:  happy, comfortable and secure children and young 

women make confident and successful learners.  All our students from the smallest to our 

Sixth Formers have access to our wonderful grounds and on-site facilities – all weather sports 

pitches, indoor swimming pool, professional theatre, gymnasium, sports hall, music rooms, 

dedicated science laboratories, libraries and woodland Forest School. 

 

 

 
Mrs Amélie Morgan MA,BA(Hons),PGCE 

Prep School Headmistress 

 

 
Mrs Anna King Med,MA(Cantab),PGCE,FRGS  

Senior School Headmistress 



 

Heritage and Ethos 

 

The Company of Mary Our Lady was founded in Bordeaux in 1607 by 

St Jeanne de Lestonnac to educate girls of all faiths and is the oldest 

recognised educational order in the world.  Today there are more than 

300 CoMOL schools, educational foundations and projects across 26 

countries.  Notre Dame School is the only one in the UK. 

 

Our foundress, St Jeanne de Lestonnac, a mother of 5 children was a 

progressive and dedicated educator.  She grew up in an intellectual and 

cultured family and was exposed to many different religious and 

philosophical perspectives.  Her forward thinking approach to 

education is as fresh and modern today and we strive to live up to her 

indomitable spirit and drive and remain committed to her mission 

statement: 

 

‘Accompanying young people in their efforts to build their lives for 

today and tomorrow’. 

 

 

 

 

The Admissions & Marketing Department 

 
The Admissions and Marketing Department is a creative, busy and ‘award winning’ 

department, responsible for all admissions into the school from Nursery to Sixth Form and are 

committed to providing an exceptional, kind and transparent customer experience for 

prospective families as whatever point they join the school.   

 

The department is responsible for marketing and communicating the ethos of the school to 

all our stakeholders in an authentic and consistent manner, whether this is through marketing 

materials, brochures, website, social media and customer events.  The department are always 

looking to innovate and constantly improve the customer experience for prospective and 

existing parents. 

 

The team consists of an Admissions Manager, Marketing Manager and Alumni Manager who 

report to the Director of Admissions and Marketing.  We also have a Digital Marketing and 

Social Media Manager.  The Admissions and Marketing Coordinator is a new role.  

 

 

 



 

 

The Role 
 

Position Title:      Admissions and Marketing Coordinator  

Line Manager:   Director of Admissions and Marketing 

Function of the post: 

As part of an innovative and dynamic Admissions and Marketing team, the Admissions and 

Marketing Coordinator will be responsible for coordination, communications, mailings and 

data management relating to a number of important admissions and marketing activities, 

including 11+, 13+ and 16+ scholarships and examinations, and our sector-leading 11+ ‘7 

Twenty’ admissions programme, as well as contributing to the preparation and running of 

events and supporting the work of the wider team. The post holder will be fully committed to 

the delivery at all times of exceptional customer experience, working with integrity, kindness, 

transparency and generosity of spirit, in sympathy with the school’s ethos.  The post holder 

will work closely, flexibly and collaboratively with all members of the Admissions and 

Marketing Team, senior members of the teaching staff, the Heads’ PA, Estates and the school 

office team, and will represent the school in dealings with prospective families. 

 

Main duties & responsibilities: 

Deliver the 11+, 13+ and 16+ scholarship assessment programmes and 11+ Exam Day: 

• Maintain the 11+, 13+ and 16+ spreadsheets, involving detailed record-keeping 
relating to arrangements and candidate details, and carrying out data cleaning and 
reconciliation to ensure data is accurate and comprehensive, using excel, SIMS and 
other sources.  

• Liaise with Senior Head, Heads of Department, Head of Sixth Form and Assistant Head 
Academic to agree candidate scholarship and exam requirements, timetable and 
information sheets/communications and ensure candidate information on the 
website is up to date and accessible at all times.  

• Coordinate the running of exams and assessments, which is particularly complex for 
the 11+ Exam, including: diary management with the Senior Head, Heads of 
Department, Estates, Catering and the wider school; booking rooms, car-parking and 
catering; arranging staff resourcing and ensuring staff cover is in place; preparing 
documentation and examination papers and /or materials as required;  

• Communicate detailed and specific assessment and exam information and 
arrangements to candidates, including individual invitations and reminders, using 
mail-merged emails, letters and other media. 

• Build on-line candidate information capture forms as required for the Exam Day or by 
Heads of Department, share links and collate results. 

• Chase, collate and record details of candidate portfolios and other submissions, 
making sure they are fit for purpose and available to Heads of Department on time. 

• Liaise closely with Heads of Department to make sure they have all of the information 
and support they need and are fully prepared for their assessments. 



 

• Flexibly manage and respond to queries from families regarding information and 
arrangements in a prompt, tolerant, transparent and supportive manner.  

• Prepare attendee lists and name badges and warmly welcome families on 
assessment/exam days and be available to support staff and girls throughout. 

• Assist in preparation and delivery, by email or post, of result communications, and 
accurately update spreadsheets with offer decisions and responses. 

 
 

Support 11+ families on their admissions journey through administration of the annual ‘7 

Twenty’ programme, which aims to accompany and inform families to support their decision 

making, through information-sharing, events and communications. In liaison with the 

Marketing, Communications and Events Manager: 

• Download enrollment data from the website form, maintain records of families 
enrolled and prepare and send, for example, welcome communications, update 
communications, information packs and Challenge Boxes, and monitor and record 
resulting exam registrations.  

• Set up events on Eventbrite and Zoom, share invitations and booking links with 
families, manage bookings, cancellations and queries, record attendance and send 
reminders and joining details, and prepare attendee lists. 

• Manage Challenge Day bookings using a spreadsheet built with data downloaded from 
the website booking form and elsewhere, and communicate with attendees regarding 
arrangements, including collecting dietary and other needs. Prepare name labels and 
attendee lists and welcome candidates on the day. 
 

Manage Open Day attendees, through updating website and website form, downloading 

website bookings, cleaning data, communicating detailed arrangements to attendees, setting 

up Eventbrite session booking form when necessary, managing bookings, including 

cancellations and queries, preparing attendee lists and monitoring attendance levels. 

 

Oversee the spreadsheets relating to transition from Pre-School to Reception, Year 6 to 7 and 

from Year 11 to 12, including leavers’ destinations, A Level Option choices and uptake of Sixth 

Form discount.   

• Request and oversee use of Firefly forms requesting confirmation of decisions from 
families 

• Reconcile data from Firefly forms and update spreadsheets, ensuring data is clean and 
up to date and accessible to senior leadership. 

 

Contribute to the wider functioning of the Admissions and Marketing Team through: 

• Carrying out administration in relation to admissions documentation as required. 

• Maintaining the master list of feeder schools, for purposes of mailings and reference 
gathering, ensuring all information and contact details are up to date. 

• Assisting with setting up and running Open Days and other events and initiatives, 
including preparing information packs and mailings and welcoming families. 

• Supporting the Admissions Manager in the preparation of admissions documentation 
packs and welcome packs for new starters from Pre-School Nursery to Year 12. 

• Chasing up missing admissions paperwork and/or data as required. 



 

• Assisting the Admissions Manager as required on ad hoc entrance assessment days 
and Taster days. 

• Answering the telephone as required and helpfully responding to or passing on queries 
and questions from prospective families.  

• Having a voice and inputting to the strategic direction of the Admissions and Marketing 
function.  

 
Health and Safety 
 

• All employees have a legal duty to ensure the safety of themselves and all the pupils 
and staff within the school as detailed in the Health and Safety at Work Act 1974. 

 
Data Protection 
 

• All employees should familiarise themselves with and follow the Data Protection 
guidelines and practices. 

 
Safeguarding 
 

• The school is committed to safeguarding and promoting the welfare of children and 
young people and expects all staff and volunteers to share this commitment. 

 
 
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 contractual effect.  

 

 

 

 

 

 

 

  



 

The Person 

General Expectations 

 

• Set a good example in their appearance and their personal conduct. 
• Consider carefully issues of confidentiality when dealing with school matters. 
• Be part of a school community which affords equal value to all its members, is seen to be 

just and encourages mutual respect, concern for other and truthfulness 
• Willingness to support colleagues by carrying out additional tasks as necessary within the 

Admissions and Marketing function and the wider school. 
 
 

Education/Experience 

• Educated to A Level standard or equivalent, with strong GCSE Maths and English language 

• A strong and fluent user of IT: Word, Excel and use of databases, such as SIMS. 

• Experience of managing complex administrative processes 

• Experience of data management and data analysis 

• Familiarity with working within the culture of a school environment preferred but not 
essential 

 
 
Personal Characteristics 
 

• Connection with the school’s values and ethos of kindness, compassion, integrity and 
inclusivity 

• Commitment at all times to the delivery of a sector leading standard of customer service 

• Commitment to working interactively, supportively and flexibly as part of a team 

• Strong analytic skills 

• A very keen attention to detail, precision and accuracy 

• A proven understanding of, and ability to manage and interpret data 

• Excellent organisation skills and level of oral and written communication skills  

• A confident, warm and friendly manner 

• Proactive, adaptable and self-motivated with a desire and ability to use own initiative 

• Motivation to propose and deliver continuous improvements in working procedures 

• Professionalism and integrity – able to maintain absolute confidentiality and discretion - 
the post holder handles sensitive and confidential material. 

• Ability to handle challenging situations and customer needs in a calm, professional manner 
  
 

 
  



 

Benefits of Service 

Hours of work 
 

• Part time, 24 hours per week term time, term time plus 4 weeks (39 weeks).   

• Working pattern to be agreed, to suit role and post holder. Some flexibility is important as the 
working hours will vary from time to time, including occasional intensive weeks, evening and 
Saturday work. 

 
 
Remuneration  
 

• NJC23 – NJC27,  £24,972 – £28,389.  FTE 0.55   (Pro Rata £13,734 - £15,613) 

 
Benefits 

• The School has high expectations of its staff, and therefore looks to reward them with a 

competitive salary scale and beneficial conditions of service 

• There is an extensive induction programme for all new colleagues and ongoing professional 

development is encouraged 

• Staff development programme 

• 25 days paid annual leave – pro rata for part time 

• Contributory Pension Scheme 

• Staff Wellbeing programme – wellbeing afternoon 

• Financial contribution to eye tests and glasses for eligible staff 

• Employee Assistance programme – counselling, financial assistance etc. 

• Staff discount on fees 

• Free lunches throughout the year 

• Free coffee/tea  

• Free use of the school’s leisure and sporting facilities, including heated indoor pool 

• Commute by school coaches during term time 

• Free parking 

• School nurse during term time 

 

 



 

Selection Process 

Shortlisted candidates will be interviewed by senior members of the School, attend a 

safeguarding interview and take a tour of the school.  If schools are closed at time of interview 

there will be remote interviews over Zoom instead. Please note that before making an 

application for any vacancy listed you should familiarise yourself with our Recruitment Privacy 

Notice, Safeguarding Policy, Safer Recruitment Policy, Keeping Children Safe in 

Education and Equal Opportunities Policy which are available at: 

notredame.careers.eteach.com   

 

Notre Dame School is committed to safeguarding and promoting the welfare of children and 

young people and expects all staff and volunteers to share this commitment.  Applicants 

must be willing to undergo child protection screening appropriate to the post, including 

checks with past employers and the Disclosure and Barring Service. 

 

The School is an equal opportunities employer and is fully committed to a policy of treating 

all its employees and job applicants equally and does not discriminate on the grounds of 

race, physical or mental disability, national origin, colour, family status, gender, religion, 

sexual orientation, age or any other characteristic protected by law. 

For any queries please contact HR on recruitment@notredame.co.uk or call 01932 589480. 

 

Please complete the online application form available on our career site on eTeach:  
 

https://www.eteach.com/careers/notredame-co/job/admissions--and--marketing-co-

ordinator-1211825 

 

CLOSING DATE: 2nd March 2022 

INTERVIEWS: 9th March 2022 

START DATE: 19th April 2022 

 

https://dle8kiu3j4494.cloudfront.net/ckeditor/attachments/11330/Recruitment_Privacy_Notice_2019.pdf
https://dle8kiu3j4494.cloudfront.net/ckeditor/attachments/11330/Recruitment_Privacy_Notice_2019.pdf
https://dle8kiu3j4494.cloudfront.net/ckeditor/attachments/11331/7a_Safeguarding_Policy_September_2019.pdf
https://dle8kiu3j4494.cloudfront.net/ckeditor/attachments/11332/18a_Safer_Recruitment_Policy_Oct_2019.pdf
https://dle8kiu3j4494.cloudfront.net/ckeditor/attachments/11333/Keeping_children_safe_in_education_060919.pdf
https://dle8kiu3j4494.cloudfront.net/ckeditor/attachments/11333/Keeping_children_safe_in_education_060919.pdf
https://dle8kiu3j4494.cloudfront.net/ckeditor/attachments/11334/17a_Equal_Opportunities_Policy_Sept_2018.pdf
mailto:recruitment@notredame.co.uk
https://www.eteach.com/careers/notredame-co/job/admissions--and--marketing-co-ordinator-1211825
https://www.eteach.com/careers/notredame-co/job/admissions--and--marketing-co-ordinator-1211825


 

 


