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Marymount International School, London is an independent day and boarding school for girls, nurturing 
the limitless potential of curious, motivated students (ages 11 – 18) of diverse faiths and backgrounds.  
Inspired by the charism of the RSHM, we proudly stand as the first all-girls’ school in the UK to adopt 
the International Baccalaureate curriculum, which promotes independent thought within and across a 
broad range of disciplines.   
 
Marymount girls love to learn and learn to love in an inclusive environment that challenges and supports 
them as they develop into their best selves.  They are empowered to build confidence, spirituality, 
leadership skills and a sense of self on a seven-acre idyllic garden campus conveniently located just twelve 
miles from London.   
 
Who we are teaching is as important as what we are teaching. Whether innovating in our STEAM Hub, 
debating in class, dancing on the stage, or learning a new world language, students are encouraged to 
sharpen their critical thinking skills, collaborate with others, and celebrate our diverse community of over 
40 nationalities.   
  



 
 

The School’s holistic approach to learning delivers a well-rounded education that promotes excellence in 
all areas of school life.  Securing top university placements beyond Marymount, our graduates are global 
citizens prepared to make a difference in the world.   

 

 

 

An opportunity has arisen for an experienced and proactive Head of Admissions to join our friendly and 
professional Communications and Marketing team.   

Marymount International School is a values-driven school and we welcome applications from individuals 
who share our vision to nurture confident, compassionate young women who influence the future as well 
as committing to the IB philosophy of educating for a better, more peaceful world. 

In return we can offer: 

• A supportive and innovative leadership team 
• Professional development opportunities 
• An environment that nurtures personal growth and values individual contributions 
• The opportunity to make a difference to the lives of children 

Purpose  

The Head of Admissions is responsible for the smooth running of the entire admissions process, from 
initial enquiries, through to registration and eventual enrolment. As the main point of contact for 
prospective parents, the Head of Admissions is required to be knowledgeable about the school and be 
able to respond to queries quickly and efficiently.  

Accountable to: The Director of Communications and Marketing 

Accountable for: The Admissions Officer 

Hours: The normal hours of work will be from 8am to 5pm, Monday to Friday inclusive with a 45 
minute unpaid lunch break each day and at such further times and for such periods as are necessary for 
the proper performance of duties.   



 
 

Key Responsibilities  
The Head of Admissions will be responsible for:  

• Administration of the whole admissions process, including the efficient management of the 
enquiry process, and the fulfilment of information requests, ensuring that all enquiries are dealt 
with promptly. 

• Arranging school tours and zoom calls for prospective parents and pupils. 
• Working in conjunction with the Director of Communications and Marketing with regards to 

the organisation of open days and other admissions events, including the co-ordination of the 
input of members of staff from across the School. 

• To issue formal offer letters along with acceptance forms, requesting deposits and liaising with 
the Bursary as required in respect of fees, deposits and payments.  

• The production of regular reports concerning applicants and numbers. 
• Effective GDPR compliance knowledge. 
• Comprehensive understanding of visa application processes. 
• Maintaining accurate and up-to date pupil data on iSAMS, and Open Apply.  
• To attend and support Parent Information Events and other relevant events when required. This 

may include evenings and weekends.  
• Working closely with the Director of Communications and Marketing to assist with the 

effective marketing of the School.  
• The development of a good understanding of competitor schools and the educational 

opportunities available within the local area. 
• Any other task which may reasonably be requested.  

 

 

 



 
 

The Person 
The successful candidate will have a minimum of 3 years’ experience in an admissions role and be 
proficient at managing complex databases and online registration processes. This is a customer-focussed 
role and requires a friendly, driven, and warm individual who has a positive attitude and growth mindset. 

Experience of the International Baccalaureate and international school systems would be an advantage.   

Person Specification 

• Aligned with Marymount International School London and it’s RSHM values 
• Confident warm and friendly interpersonal skills 
• High energy and self-motivation 
• A passion for education 
• Excellent organisational and communication skills 
• Ability to work independently with initiative 
• Flexibility and adaptability 
• Committed to safeguarding and promoting the welfare of children and young people 
• A satisfactory Enhanced Disclosure from the DBS 

 
 
 
 

 
 

 

 



 
 

How to apply 

To apply, candidates should complete the School application form and e-mail it, together with a covering 
letter (both as PDF files please), to Mrs Rebecca Macefield at hr@marymountlondon.com.  Mrs Macefield 
can also be reached by calling the Business Office on 020 8949 0571.   
 
Please address your letter to Mrs Margaret Giblin, Headmistress, Marymount London.   
 
Closing date for applications: Friday 1st April 2022 at 9.30am 
Interviews at school: Early applications are encouraged and will be reviewed upon receipt, 
shortlisted candidates may be invited for interview before the closing date 
Salary: £35,000 to £45,000 per annum dependent on skills and experience 
Start date: April 2022 or as soon as is practical 
 
Marymount International School, London is committed to safeguarding and promoting the welfare of 
children and young people.  The post is subject to an enhanced DBS check and satisfactory references.   
 
Marymount International School, London is proud to be an Equal Opportunities employer and welcomes 
applications from all sections of the community.  Our Marymount family is richly diverse with many 
different backgrounds and cultures represented.  This diversity is valued and respected. All job applicants 
will be considered solely on their ability to do the job. 
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Pension 
Subject to meeting the qualifying conditions, all Support Staff are automatically enrolled in our 
workplace pension scheme, currently provided by AVIVA with employer contributions of 6% (auto-
enrollment) or 8% of basic salary.   
 

Holiday 
25 days annual leave which may be taken any time as long as pre-approved and not at peak admission 
periods of the year.   

 

Employee Assistance Programme 
Health Assured provides an employee assistance programme, which includes access to free confidential 
counselling, financial and medical support 24 hours per day, seven days a week.   
 

Fee Remission 
Staff are eligible for School Fee Remission for children attending Marymount London.  The child(ren) 
of employees are subject to the same admissions assessments as other children and employment in no 
way guarantees that an offer of a place for your child will be made.  Full details are available from the 
Business Office.   
 

Personal Accident Insurance 
Insurance is in place in the event of an accident leading to permanent disability or injury, providing a 
lump sum payment.   
 

Meals & Parking 
Staff are provided with lunch in the dining room, as part of the student supervisory procedure.  Parking 
is provided free of charge on campus.   
 

Cycle to Work Scheme 
Staff have the opportunity to take advantage of the cycle to work scheme  
www. cyclescheme.co.uk 
 

Fitness Suite  
Use of the school fitness suit at designated times.   
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