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APPOINTMENT OF

FEBRUARY 2022



At Hampton, we constantly strive to deliver a welcoming, 

caring and personal approach to our School admissions 

process reflecting the values of the School.  Great emphasis

is placed on delivering the highest levels of communication 

and customer service for our prospective families

embracing technology to support our role.

Working closely with the Head of Admissions & Marketing, 

the Deputy Admissions Manager will play a key role in 

supporting the recruitment of pupils to Hampton – with 

primary responsibility to deliver a warm, welcoming and 

efficient admissions process from initial enquiry through to 

pupils joining the School.

The successful candidate will have experience within the 

independent school sector in an admissions management 

role.  They will be expected to build and maintain excellent

working relationships with all stakeholders, internal and 

external, including prospective familiess and feeder schools.

This is full-time, year-round role based at Hampton School

– some flexible, hybrid working during the School holidays 

may be available for the right candidate. The School also 

offers an attractive benefits package including free lunch, free 

on-site parking, cycle to work scheme and sports & fitness

facilities.

An exciting opportunity for an experienced, enthusiastic and creative admissions 

professional to join our busy, friendly and high-performing Admissions team. 

Excellent communication, customer service and IT skills are essential.

Closing date for applications:

7th March 2022.

Interviews:
Interviews are anticipated to be held 

the week commencing 14 March 

2022.

For an informal discussion about the role and 

requirements, please contact Dorothy Jones at 

d.jones@hamptonschool.org.uk or call 020 8979

5526.
Further details about the post and an application form 

are available on the School website’s vacancies page

www.hamptonnschool.org.uk/contact/jobsvacancies/ .
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The Deputy Admissions Manager is a senior role with 

responsibility for the professional management of all aspects 

of the School’s admissions process, ensuring that high 

standards of excellence are met and families enjoy a first-

class experience of Hampton from initial enquiry through to 

entry to the School.

The School receives approximately 1,400 applications each 

year for entry at 11+, 13+ and 16+ and, as the first point of 

contact for prospective families, the Admissions team play a 

key role in conveying the professional image of the School. 

The Office is extremely busy and works to tight deadlines 

before, during and after entrance examinations and is also 

responsible for the production of School literature,

communications, community partnership events and other 

marketing initiatives.

ROLE 
BACKGROUND

The Admissions team comprises:

• Head of Admissions & Marketing

• Deputy Admissions Manager

• Admissions Database Administrator

• Admissions Assistants (x3)
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Job Title:

Deputy Admissions Manager

Reporting line:

Head of Admissions and Marketing

Location:

Hampton School Admissions Office



• Responsible for the effective day-to-day management of 

the School’s admissions process for 11+, 13+ and 16+ 

entry in order to meet the School’s recruitment targets

• Lead and manage the testing and interview programmes for 

11+, 13+ and 16+ entry

• Lead and manage the scholarship assessment 

programme for 11+, 13+ and 16+ entry

• Oversee arrangements for overseas entrance assessments 

with parents, schools and/or agents as appropriate

• Participate in the Hampton School Admissions Panel and 

Hampton Prep Assured Place Panel

• Plan and organise taster events and ad hoc tours for 

prospective families

• Work closely with Heads of Year and other teaching staff, to 

manage the joining and induction process for all new pupils

• Support the Head of Admissions & Marketing with the 

organisation and delivery of admissions and partnership 

events including the School Open Morning and Visitor 

Events to drive pupil recruitment

• Lead and manage the School’s Lion Learning Programme

• Ensure that all interactions and communications with 

prospective parents are met with a professional, timely, 

caring and personal approach

• Deputise for the Head of Admissions & Marketing

KEY

• Work closely with the Head of Admissions & Marketing in

all areas regarding School communications, including

information gathering, writing, proofing and editing

• In conjunction with the Head of Admissions & Marketing 

review existing processes and develop fresh initiatives 

and new ways of working to improve communications,

efficiencies and the customer experience

• Ensure the Admissions area of the School website is kept 

up to date at all times and reflects the key messages of 

the School

• Supervise the Admissions Assistants providing guidance 

and training in respect to customer engagement, 

communication and data capture

• Develop and maintain strong, positive links with feeder 

schools through regular contact, attending feeder school 

events and ensuring efficient follow-up of enquiries to 

maximise recruitment

• Keep informed of developments in the local market and

provide information relating to trends in admissions and

opportunities to the Head of Admissions & Marketing

• Maintain accurate and effective data on enquiries, 

applications and acceptances and support the 

Head of Admissions & Marketing in producing 

statistical reports for the Governors

• Support the Database Administrator with the 

management of Admissions database OpenApply 

ensuring that all candidate records are up-to-date

https://www.lionlearning.org.uk/


The successful candidate will have the following 

experience, skills and personal attributes:

• Experience of working in a school admissions environment

• High professional standards, a commitment to the highest 

levels of customer service and a keen eye for detail

• Friendly and approachable with a flexible, collaborative style

• Excellent oral and written communication skills (a flair for 

writing engaging copy would be an advantage)

• The ability to convey professionalism and infectious 

enthusiasm for Hampton School

• Strong IT skills, experience of using a database and a 

willingness to embrace new technologies and systems

• Attentiveness, empathy, diplomacy and the ability to use 

positive language to describe a potentially negative situation

• Flexibility, good persuasion skills, tenacity and the ability to

handle surprises

• An understanding of the need for confidentiality and Data 

protection in line with GDPR

• A strong work ethic, ‘can do’ pragmatic approach and the

ability to work under pressure to meet deadlines

PERSON



• To act as Fire Marshal and First Aider as required. Training 

will be provided.

• Any other reasonable tasks required by the Head of 

Admissions & Marketing, Headmaster and/or Bursar in

association with the above role.

Please note that there may be some changes and 

additions to the above. This document is designed to 

provide applicants with a “flavour” of the position and 

responsibilities and is not necessarily comprehensive, 

however, the employee may be called on to perform other 

tasks as directed by the Head of Admissions & Marketing, 

Bursar, Headmaster or anyone acting on their behalf

OTHER TRAINING

• Where necessary, to undergo on the job training under the 

general direction of the Head of Department to increase 

competence, proficiency and safety awareness.

• To attend INSET training outside the school where 

appropriate to increase competence, proficiency and 

safety awareness.

SALARY

A competitive salary dependent on skills and experience, 

plus other non-contractual benefits including pension, a 

healthcare cash plan, on-site lunch and use of sports/fitness 

facilities. The Governors review salaries each year to ensure

they remain competitive; it is paid by bank  transfer on the 25th

of the month, or next working day thereafter.

Please note that the benefits listed above is not exhaustive

and non-contractual benefits are provided at the discretion

of the Governors.



Normal office hours are 8.30am to 5.30pm, however, a high 

level of flexibility, commitment and dedication is required to 

manage the peak admissions period and the successful 

candidate will be required to work extended hours from 

October to March as determined by the office workload.

Some Saturday and evening work will also be required 

for entrance examinations, admissions interviews and 

recruitment events.

The annual leave entitlement is 26 working days per 

academic year. In addition to the 26 days, the job holder 

will also be entitled to the following periods as holiday:

• Christmas School Holiday as notified

(includes Christmas Day, Boxing Day and New Year’s

Day)

• All bank holidays plus an additional day in May

In lieu of the additional hours worked during the peak 

admissions period, Saturday and evening work:

• Two-week Admissions Office closure

(last week in July and first week in August)

• Half day working, 8.30am to 12.00pm (subject to work 

load) during the state school Easter break, May half term 

and Summer holiday periods, excluding GCSE results day 

and the last week of the Summer holiday.

Please note: These additional holidays are non-contractual 

and are subject to annual review.

Hybrid working during the School holidays will be 

considered for the right candidate

Leave is subject to the agreement of the Head of 

Admissions & Marketing and is unlikely to be permitted 

during the peak admissions period October to mid-March 

except in exceptional circumstances and during the

autumn half term holiday.

HOURS



We are a lively, friendly and caring School community, in 

which innovative teaching is underpinned by strong shared 

values and complemented by outstanding pastoral care.  We 

aspire to enable our boys not only to make sense of the 

world but also to want to go out and improve it.  

Hamptonians are expected to aspire to personal best while 

supporting those around them with kindness and respect.

.

The School’s examination results and university entrance 

record consistently rank among the best achieved anywhere. 

Nearly all Hampton leavers go on to undergraduate courses 

at Russell Group or equivalent universities. Between 20 and 

30 Hamptonians are offered places at Oxford and Cambridge 

annually and 43 young men among the Class of 2020 have 

moved on to global top-10 universities; an increasing number 

go on to study at US Ivy League universities, often on 

academic and/or sporting scholarships. Our alumni network 

is extremely strong and former pupils remain very interested 

in their School, in no small part due to the exceptionally 

warm and mutually respectful relationships enjoyed between 

Hampton staff and their pupils.

Situated on a green field site in a leafy suburb of South West 

London, we are fortunate to have over 27 acres of playing 

fields within our spacious grounds and a generous investment 

programme ensures that pupils and staff benefit from

first-class facilities across all areas of School life. These 

include a state-of-the-art 3G sports ground, a large Sports 

Hall and The Hammond Theatre, along with an excellent 

library and specialist facilities for Art, Music, Science, 

Technology, IT and Languages and our recently opened Sixth 

Form Study and Careers Centre. The Millennium Boat House, 

shared with our neighbouring girls’ school, Lady Eleanor 

Holles, enjoys a prime location on the nearby River Thames 

and provides the focal point for our renowned Boat Club.

Visitors from the Independent Schools Inspectorate (ISI) 

concluded in March 2016 that Hampton’s academic and

all-round excellence merited the rarely awarded ISI assessment  

of pupils’ achievements and learning being ‘Exceptional’.

The inspection team’s findings in all other areas were similarly  

pleasing and the highest possible judgements were achieved 

across the board. A further Regulatory Compliance Inspection  

(RCI) in 2019 reported the School to be fully compliant. A copy 

of the full ISI reports can be found on the School website.

HAMPTON SCHOOL
Hampton is one of the country’s leading, most successful and

best-resourced independent schools and has been helping boys to 

fulfil their potential and realise their aspirations for over 460 years.
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It is the policy of Hampton School to provide equal 

employment opportunities for all qualified individuals and 

to prohibit discrimination in employment on any basis 

protected by applicable law, including but not limited to 

race, colour, religious creed, marital status, sex, sexual 

orientation, ancestry, national origin, age, medical condition 

or disability. Hampton School promotes equal employment 

opportunities in all aspects of employment through positive 

employment policies and practices.

If any special requirements or access arrangements are 

required to attend an interview, please inform the School.

Offers of employment will be made on merit and suitability

of qualifications and experience, in pursuit of our policy of

equal opportunities.

SAFEGUARDING

The post holder’s responsibility for promoting and 

safeguarding the welfare of children and young persons for 

whom s/he is responsible, or with whom s/he comes into 

contact will be to adhere to and ensure compliance with the 

School’s Safeguarding Policy and Procedures at all times.

The School reserves the right to offer the post at any stage 

in the appointment process.

Further details of the School are available on the website.

This post involves working with children, it is an offence 

to apply for this role if you are barred from engaging in 

regulated activity relevant to children.

Please note all appointments are subject to the Hampton 

School Trust Recruitment, Selection and Disclosure 

Policy and Procedure.

EQUAL 



For an informal discussion about the role and requirements, please contact

Dorothy Jones at d.jones@hamptonschool.org.uk or call 020 8979 5526.

Further details about the post and an application form are 

available on the School website’s vacancies page.

Hampton School, Hanworth Road, Hampton, Middlesex, TW12 3HD

www.hamptonschool.org.uk

Closing date for applications:

7th March 2022

Interviews:

Interviews are anticipated to be held the week 

commencing 7 March 2022
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