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Be Challengers

Be You

Be Curio
us

Be Kind

Be 
Brilliant

OUR  
VALUES

HEAD’S WELCOME

Thank you for your interest in working at Millfield Prep. 

I have little doubt you will have heard of the school – Millfield is a 
well-known name in the educational landscape both nationally and 
internationally. I hope this brochure will give you a clearer sense of 
what we are all about here at MPS. 

I am sure that there will also be a few general perceptions that you 
already have about us; I know I had many before I joined in January 
2022! If, like me before I started, you have a sense that Millfield is 
only about sporting success then I encourage you to read on and 
think again. What I was perhaps surprised about when I took over 
here was the genuine breadth and depth of the education on offer to 
our pupils. Yes, sport will always play a large part in what goes on 
here, and yes we are very successful at it, but I have also been blown 
away by the other things on offer that Millfield is perhaps less well 
known for.

Our academic offering is excellent, giving pupils a huge array of 
subjects to explore to a very high level. Art, DT, Music, Drama and 
Dance all add, alongside Sport, into a co-curricular programme that 
is unparalleled in my experience of Prep Schools over the past 20 
years. The pastoral care is truly outstanding and the pupils are warm, 
friendly, engaging and full of beans!

The staff here at  MPS are hugely committed and, in turn, the School 
supports them fully in their own professional development. A warm, 
friendly staff room that embodies a positive, can-do attitude makes 
MPS a fantastic place to work.

If you are a positive contributor who likes to help children achieve 
amazing things, if you are willing to work hard, if you want to 
experience life in a busy school that genuinely does things differently, 
if you are a radiator rather than a drain then we would be delighted 
to receive your application – you will fit right in! 

Yours

Dan Thornburn
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THE SCHOOL

Millfield Prep offers an exceptional, all-round 
educational experience that puts the individual at the 
centre, in order to develop and discover their brilliance. 
Nestled in the beautiful Somerset countryside, 
Millfield Prep is an independent, co-educational day 
and boarding school for pupils aged 2-13, founded in 
1945. We provide the ideal environment in which to 
grow up, foster a love of learning and create lifelong 
childhood memories. We pride ourselves on providing 
an exceptional, all-round education where every child 
can discover their brilliance. Our fundamental belief is 
that every child is unique and that they all have their 
own special talents which they enjoy and excel at and 
which we celebrate.

The School’s facilities are unrivalled and our teaching 
provision immerses pupils in limitless opportunities 
so that wherever their passions lie, they will excel in 
academics, arts, music and sport, all in one place. Our 
focus is teaching pupils a broad, balanced and 
individually tailored programme, with academically 
challenging opportunities for our most able and 
support for those who need it. We promote 
confidence, health and wellbeing through 

involvement in sport and physical activity. We have 
around 150 full time boarders, many of whom are UK-
based children but also children from 27 other 
nationalities, living in 5 boarding houses, and 250 day 
pupils. A thriving Pre-Prep, with around 85 pupils 
from Nursery to Year 2, feeds the Prep School.

We believe that all our pupils are brilliant at something 
and it is our job to help them discover what that is. 
They gain a real sense of achievement from the variety 
of co-curricular activities on offer, the wide range of 
clubs include Kit Car Club, Programming & Coding 
Club to Soft-Toy Making and Skateboarding. Millfield 
Prep’s outstanding facilities across 200 acres, allow 
pupils to excel. Whether it’s swimming in our 
25-metre indoor swimming pool, playing golf on our 
9- or 18-hole golf courses, playing on our numerous 
sports pitches or horse riding in our fantastic 
equestrian centre which features over 120 acres of 
hacking trails and a British Eventing (BE) cross-
country course.
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THE DEPARTMENT

THE ADMISSIONS DEPARTMENT

The Prep Admissions Department, which is made up 
of a small team of professionals, is responsible for all 
aspects of the Admissions process for prospective 
pupils wishing to join Millfield Pre-Prep and Prep 
School. 

The Admissions Co-ordinator will support the 
Director of Admissions (Prep) - DoAP -who is 
responsible for the admissions process and work with 
the Admissions Assistant, Senior School Admissions 
Team, Marketing Team and other key members of 
staff and external stakeholders.

The successful applicant will report directly to the 
DoAP and work alongside the part-time Admissions 
Assistant to ensure successful recruitment of pupils 
to the Pre-School, Pre-Prep and Prep.

JOB REQUIREMENTS  

The role of the Admissions Coordinator is to 
support the DoAP to ensure the operational and 
strategic aims and targets (KPIs) are delivered, as 
required.

They will be required to support a comprehensive 
and professional administrative function within 
the small Admissions Team at the Prep School, 
and to deputise for the DoAP when they are out 
of the office.

The working hours are Monday to Friday 8.30am-
5.00pm during term time and Monday to Friday 
9.30am-3.30pm outside of term time. The 
Admissions Coordinator will receive a one-hour 
unpaid lunch break during term time and 30 
minutes during non-term time. 

The successful applicant will be expected to work 
four compulsory Saturday’s or Sunday’s for major 
internal and external events as required eg Open 
Days, and there maybe occasions when the 
Admissions Coordinator is required to work 
flexible hours for which time off in lieu will be 
usually be granted.
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  THE ROLE

MAIN DUTIES AND RESPONSIBILITES

Organisation and planning of parent, Agent and 
guardian visits.

Organisation and planning of pupil day and overnight 
visits.

Undertake tours of the campus as required for 
parents, agents and other key stakeholders.

Co-ordinate visits to Nursery/ Prep Schools for the 
Head of Pre-Prep, Head and for Admissions.

ESSENTIAL SKILLS/ QUALITIES

A confident, warm and welcoming personality in 
person and on the telephone and of professional 
appearance.

An excellent communicator (both written and oral) 
with strong interpersonal skills.

Possess excellent IT skills (Word, Excel, Outlook and 
database operations) as well as a familiarity with 
social media and other communication channels.

 

 

 

ESSENTIAL SKILLS/ QUALITIES

A pro-active approach to planning and prioritising 
work with the ability to use initiative and make 
decisions when required.

Attention to detail, be methodical and organised.

Flexibility regarding hours of work ie arriving early or 
staying late in order to meet deadlines at busy times 
of the year (time off in lieu will usually be given for 
additional hours)

Staying calm under pressure especially when working 
to tight deadlines.

Have the ability to work both on your own and within 
a team environment.

Complete discretion, diplomacy and confidentiality 
with constant necessity to handle sensitive 
information in all forms of communication.  

DESIRABLE

From a sales or marketing background or have had 
previous experience of working within the 
Independent Schools sector, in particular, the Prep 
School market and use of isams or similar databases.
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JOINING INFORMATION  

Responsible for the  production of Joining Information for 
both Pre-Prep and Prep School.

Updating of any relevant handbooks.

Liaison with relevant staff regarding content.

In conjunction with the DoAP, prepare boarding house and 
games allocation information.

Produce mail merge emails with links to joining information.

Assist wih all transition processes.

DATABASE MANAGEMENT AND ANALYSIS 

Maintain admissions data using ISAMs database (training will 
be given) ensuring accuracy and following GDPR guidelines.

Assist with Data extrapolation, interpretation, presenting, 
prediction, projection and analysis with a high level of detail, 
in conjunction with DoAP.

Assist with the production of monthly statistics showing 
expected intake of pupils.

Provide historical data and data trends as required.

Assist with the maintenance of Agents database as required.

DAY TO DAY DUTIES

Acting as one of the first points of contact with prospective 
parents via telephone, email and in person.

Give detailed advice, in a positive and welcoming manner, on 
all aspects of the school.

Responding promptly to email, telephone and postal enquiries.

Processing all registration forms and updating database as 
required. 

General administration duties as required.

Managing prospective pupil files, Pre-Prep and Prep, where 
required

Attend meetings as required.

The post holder will be required to carry out such duties as are 
deemed appropriate within the context, purpose, title, 
seniority and remunerative scope of the role as determined by 
The the Director of Admissions (Prep).  Occasionally the post 
holder may be required to travel / stay away from the School.  
  
This document is not exhaustive in describing the role, remit 
and responsibilities of the position.  

THE ROLE

SCHOLARSHIP AND GENERAL ASSESSMENTS 

Co-ordinate and assist with scholarship days.

Correspondence relating to scholarship assessments 
from applicants. 

Liaising with the relevant departments to co-ordinate 
staff involvement.

Booking of venues and liaising with Catering 
Department.

Arranging timetables and interview schedules.

Assisting with the hosting on the day/s.

Collation and calculation of results in conjunction with 
Academic staff and DoAP.

Assisting DoAP with the preparation and distribution of 
offer letters and acceptance pack.

Entering of agreed awards onto ISAMs (both 
scholarships/bursaries).

Assisting with the updating of the annual 
scholarship brochure and scholarship application 
form.

OPEN DAYS AND EVENTS 

Assisting with the organisation and delivery of Open 
Days and other prospective pupil events in a front of 
house capacity.

Welcoming visitors and speaking with families - 
advising on admissions procedures.

Ensuring suitable follow up as required.

ASSESSMENTS AND INTERVIEWS  

Ensuring school references/reports have been received 
prior to assessment/interview.

Liaison with key academic staff, in particular Heads of 
Year and Head of Juniors.

Assisting with the administration of routine testing eg 
invigilating assessments (live and remote)

Liaison with EAL and LDC Departments as required.

OVERSEAS RECRUITMENT   

Assist with the planning, organisation and follow-up of 
international recruitment events.

Contributing to the maintenance of relationships with 
agents and influencers.
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SELECTION PROCESS

Please complete an application form via our website 
by clicking here. You will be asked to upload your CV 
and include a covering letter together with a 
declaration form.

Shortlisted candidates will be invited to the school, 
and the selection process will involve an excel and 
word assessment, several interview discussions, in 
which candidates should be prepared to answer 
questions about how they would work to further 
Millfield’s Values.

GENERAL INFORMATION

Millfield School is committed to safeguarding and 
promoting the welfare of children and young people 
and expects all staff to share this commitment. 
Offers of appointment are subject to satisfactory 
references and DBS clearance. 

BENEFITS OF SERVICE

Millfield Prep is set in beautiful grounds and staff are 
welcome to make use of the extensive leisure and 
sporting facilities (which includes gym, swimming 
pool, golf course, tennis courts, squash courts etc.) 
for themselves and their immediate family. 
All staff enjoy free on-site parking. Heavily subsidised 
lunches (of outstanding quality) and free refreshments 
are available throughout the day.

Millfield is a dynamic and incredibly rewarding place 
to work with a strong sense of community. 

LIFE AT MILLFIELD

https://www.millfieldschool.com/discover-brilliance/vacancies/millfield-job-vacancies
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Millfield Prep School
Glastonbury 
Somerset BA6 8LD
+44 (0) 1458 832446
millfieldschool.com


