


“Pupils are reflective and have high levels of self-esteem and empathy. They are highly successful in 
displaying these characteristics through academic study as well as the wealth of sporting, performing 
arts and extra-curricular opportunities in which they participate.” ISI 
 

Welcome to Ballard, the award-winning, co-educational, independent, day school for children from 
Nursery to GCSE. Set in 34 acres between the New Forest and Solent on the Hampshire / Dorset border, 
we are rated ‘excellent & outstanding’ by ISI. 

Ballard pupils achieve excellent examination results – subject specialist teaching staff and a diverse and 
inspiring range of activities and trips, nurture self-confidence, aspiration and help develop each pupil’s 
personality. 

We offer extensive and exciting opportunities across the four pillars of Ballard (STEM, arts, sport and 
life) throughout our pupils’ education, encouraging all to contribute and participate, and providing a 
solid grounding in both academic and life skills. 

A family school, Ballard offers inspiring teaching and excellent pastoral care; children are encouraged 
to take on responsibilities from an early age including a mentoring programme whereby older children 
help younger children. 

There are some exciting changes taking place at Ballard with a new Leadership Team in place moving 
the School forward with confidence. We are already seeing excellent results, including a record set of 
GCSE results this summer and an increase in enquiries from prospective parents across all age groups, 
and waiting lists for many of them.  

“The staff have guided and nurtured him into the fine young man we see today.” Ballard Parent 

 



To provide a supportive and caring environment for learning, and excellent teaching designed to ensure 
all pupils achieve their academic best.  

1. To identify and build on strengths to help each individual pupil reach their potential within a secure, 
caring community and to equip our young people to be well-behaved, resilient, rounded and 
resourceful members of society and prepared for their future working lives  
  

2. To aim for academic excellence, so that each individual pupil may achieve his or her personal best.  
We believe all our pupils are entitled to an education that extends beyond the purely academic.  
Pupils are actively encouraged to take part in a wide range of artistic, creative, cultural, musical, 
sporting and other extra-curricular activities. 

 
3. To recognise the worth, dignity and contribution of each member of the Ballard Family and to foster 

self-discipline, self-esteem, mutual respect and co-operation within an atmosphere of friendship 
and trust promoting an appreciation of the needs and gifts of others. 

 
4. To offer scope for spiritual, moral and personal development within a disciplined and mutually 

supportive environment which affirms Christian values. 
 

5. To expect high standards of achievement by developing in pupils the ability to manage change, to 
think and research independently and communicate confidently and effectively. 
 

6. To celebrate our achievements, gifts and diversity irrespective of individual differences. 
 

7. To respond to the wider needs of society through community projects, charitable fundraising and 
outreach and by increasing awareness of local, national and world issues. 

  



 

Ballard is a busy and vibrant School and our hard-working Marketing & Admissions team have plenty to 
do. The team is led by the Head of Marketing & Admissions with the Registrar managing admissions, 
alongside a part-time admissions assistant; and a part-time Digital Media specialist and Marketing 
Assistant supporting with the marketing. 

With a new Leadership team in place this is an exciting time for Ballard and within the last three years 
we have rebranded the School, launched a new website, and completely changed the way that our 
admissions process works, including the introduction of Admissions Days for Years 3, 7 and 9. 

There has been a lot of success with pupil numbers up by 21% in the last three years and the 
introduction of waiting lists for certain age groups. We have been nominated for a number of awards 
and currently hold: an Artsmark Gold, School Sports Gold award and Schools Eco Silver. Our social media 
audiences are increasing and the Good Schools Guide recently included Ballard in their directory and 
you may read their review here. 

 

 

 

https://www.goodschoolsguide.co.uk/schools/ballard-school-new-milton/UR4G0D5#tab_review


This is a full-time position, from 8.30am until 5pm, 5 days per week full-time with six weeks holiday* 
plus bank holidays. When the need arises, the Registrar may be required to work on the occasional 
Saturday for some of our admissions events. There will be advanced notice of any requirements and 
time off in lieu will be granted for these events.  
*The Registrar is required to be in School for the following dates: the last week of the summer holidays; 
and the last couple of days of both the Christmas and Easter holidays. 
 
The Registrar is accountable to the of Head of Marketing and Admissions.  
 

 

• Manage and co-ordinate all aspects of registry and admissions work throughout the School, 
including Early Years, using sales skills to progress each applicant to the next stage, through to 
enrolment.  

• Together with the Marketing and Admissions team, be proactive in ensuring that we meet our 
objectives in terms of the number and the calibre of new pupils at all entry points each year.   

• Maintain and build relationships with other schools, educational consultants, key employers, 
agents and international schools with regular communication by phone, email or in person.  

 

• As an integral part of the Marketing and Admissions team, the Registrar will work in close 
conjunction with the Head of Marketing and Admissions, taking responsibility for all registry and 
admissions-related activities and events in the School:  from the first contact with a prospective 
parent or an enquiry from an agent through to a fully completed enrolment. This covers everything 
from how an enquiry is dealt with, the tone and content of our verbal and written communications 
with prospective parents, how we ensure that open days, parental visits, taster days and other 
such events are positive, enjoyable and informative experiences for all concerned. This includes, 
but is not limited to: 

• Gaining a thorough knowledge of the School. Understand, embrace and communicate the 
School’s ethos and approach in all communications and interactions with prospective 
parents and students, educational agents, other schools etc.   

• Entering all enquiries onto our databases and managing them to ensure maximum 
conversion levels. 

• Helping potential parents with any questions they may raise in a timely manner. 

• Organising tours and Open Morning visits for potential parents. 

• Liaise with relevant staff during the registration process such as the Bursar’s department, 
DEL and the Leadership Team. 

• Organising meetings (some online) with potential parents and the Headmaster and or 
other relevant members of staff.  



• Conduct pre-visit briefings for the Headmaster in advance of each visit and agree any 
specific requirements and opportunities to maximise the customer’s experience of the 
School.   

• Ensuring all paperwork, records and references are accurate and complete, including the 
online registration system.  

• Checking that registration fees and deposits are paid before progressing to the next stage. 

• Manage waiting lists to ensure all potential parents are kept fully aware of the situation 
and the options moving forward. 

• Be a key part of our Admissions, Transition and Induction days for potential / new pupils. 

• Organise and manage Taster Days and feedback, where applicable. 

• Make offers and send contracts to potential parents. 

• Ensure that everything is organised for all new starters including helping with transport 
and uniform enquiries and providing timetables. 

• Conduct timely follow-up calls and emails to parents who did not choose the School to 
build a body of knowledge on alternative schools and areas for admissions improvement.  

• Work with the rest of the Marketing and Admissions Team to ensure pupil numbers reach 
the annual objectives that the School sets itself. 

• Maintain a regular analysis of admissions statistics and trends. Share these with the Head 
of Marketing and Admissions and the Leadership Team at regular intervals.  

• Provide leadership and vision to ensure that the School’s admission practices and procedures 
are efficient, up-to-date, compliant with all relevant regulations and effectively implemented 
and that they are seen as dynamic systems which are continually kept under active review. This 
includes but is not limited to:   

• In conjunction with the SIMS Manager, ensure all necessary student records and notes are 
kept up to date on SIMS, including SEN and medical information, and ensuring compliance 
with the School’s policy on GDPR.   

• Organise the paperwork and references for leaving pupils in the transition to their new 
school or college and the archiving of files ensuring they have been removed from the 
School roll. 

The School Registrar will work closely within the Marketing and Admissions Team with the aim of:   

• Maintaining and developing active and cordial links with other schools. This will mean 
attendance at educational fairs and next-steps events at feeder schools, etc. 

• Contributing to the School’s marketing thinking, strategy and initiative. 

• Identify (school and non-school based) feeder relationships within the local community 
and establish close working partnerships to generate new enquiries.  

• Manage the weekly forecasting of admissions figures ensuring that the pupil forecast is 
based upon the up-to-date admissions pipeline.  



• Identify where the admissions pipeline lacks an appropriate number of enquiries to achieve 
the budget number and ensure that the Headmaster and Bursar are aware of the shortfall 
so they can implement necessary actions.  

• Working closely with the Headmaster, Bursar and Head of Marketing and Admissions. 

• Maintain and develop relationships with the class representatives, giving them guidance 
and support where necessary. 

• Develop relationships with local schools and businesses within the catchment area to raise 
the profile of the School and support recruitment.  

Whilst every effort has been made to explain the main duties and responsibilities of the post, each 
individual task undertaken may not be identified. The duties outlined above are not intended as a 
restrictive list and may be extended or altered to include other tasks that are commensurate with the 
role as directed by the Headmaster/Bursar/Head of Marketing and Admissions.  

In accordance with the School’s commitment to adhere to the Department for Education’s Keeping 
Children Safe in Education and all other relevant guidance and legislation in respect of safeguarding 
children, the School Registrar will be required to demonstrate a commitment to promoting and 
safeguarding the welfare of children and young people in the school.  

During your employment, the School Registrar will have access to information of a confidential nature. 
Under no circumstances may this information be divulged or passed on to any unauthorised person 
or organisation. 

 

 

 

 

 

 



Flexibility, alongside the ability to throw themselves into a variety of jobs, take the lead and meet 
deadlines are the overarching requirements for this role. We are looking for someone who is very 
personable and polite, who can listen yet be confident to make suggestions. Our ideal candidate will be 
professional, capable and positive. 

CRITERIA ESSENTIAL DESIRABLE 

Qualifications • 5 GCSEs including Mathematics and English or 

equivalent 

• A further education 

qualification or 

equivalent gained 

through experience; 

university degree would 

be desirable but not 

essential 

Experience • A strong salesperson with a proven track of target 

driven sales performance  

• Previous experience of working in a complex, busy, 

service-driven environment    

• Experience in School 

Admissions / Registrar’s 

role 

• Experience of managing 

a database e.g., SIMS 

• Experience of managing 

sales initiatives & 

positively promoting an 

organisation  

Knowledge • An understanding of the principles of sales and 

marketing 

• Excellent ICT skills e.g., confident and adept in use 

of Microsoft applications  

• Knowledge of 

safeguarding issues 

• Awareness of current 

GDPR legislation   

• Sufficient numeracy skills 

to deal with statistical 

data 

Communication • Excellent written and verbal skills  

• Excellent interpersonal skills including the ability 

to relate to people on all levels with sensitivity  

• Excellent attention to detail  

• Discretion   

• Diplomacy 

 

Planning & 

Organisation 

• Ability to prioritise  

• Ability to budget effectively  

• Excellent time management 

 



•  Methodical and thorough with high 

expectations of self and others 

Personal 

Qualities 

• Natural presence  

• Relish challenge and responsibility  

• Confident and proactive   

• Enthusiastic and driven  

• Flexible 

• Smart appearance  

• Reflect the Ballard values 

• Ability to ensure high output and excellent work 
ethic  

• Able to confront difficult issues and reach a 
positive conclusion  

• Good sense of humour 

• An understanding of the 

stress felt by parents 

during the admissions 

process   

• A willingness to give 

generously of their time 

to support school events 

and activities   

How to apply: 

Applicants are asked to complete an application form, along with their letter of application and send it, 
addressed to the Headmaster (recruitment@ballardschool.co.uk), to arrive no later than 9.00am, 
Friday, 13th May, 2022. Shortlisted applicants will be invited to the School for interviews.  

Salary:   Will be determined according to qualifications and experience 

Interviews:   From Wednesday, 18th May to Friday, 12th May 2022 

Start date:    ASAP 

 

The School retains the right to interview and appoint at any time during the application process. 

Ballard School is committed to safeguarding and promoting the welfare of children and young people 
and expects all employees to share this commitment. The successful applicant must be willing to 
undergo child protection screening appropriate to the post, including checks with past employers and 
the Disclosure and Barring Service (Enhanced Disclosure). 

This post is exempt from the Rehabilitation of Offenders Act. 

The successful candidate will be required to complete and sign a medical form.  

Ballard School is committed to Equal Opportunities and welcomes applications from all sections of 
the community. 

For further details and an application form, please visit: www.ballardschool.co.uk/vacancies

mailto:recruitment@ballardschool.co.uk

