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Job Description 

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. 

Role:             Director of Admissions 

Reporting to:  Headmaster 

Overview: 

We are seeking to appoint an outstanding individual to help lead one of the country’s most successful 

and dynamic schools. The Director of Admissions leads and co-ordinates the school’s admission 

procedures, policies and processes; they frequently act as the ‘face of the school’ for prospective 

families.   

With entry at ages 4+, 7+, 11+, 13+ and 16+, Haberdashers’ receives in excess of 1300 applications 

each year from across North London, Hertfordshire, UK and Overseas. All candidates are assessed 

for their suitability for the school via examination and, for some, interviews.  

The successful candidate will play a leading part in shaping and developing the life of this highly 

regarded school. They will report to the Headmaster and be a member of the Extended Leadership 

Team, playing an important role in whole school leadership. 

Applicants should be good honours graduates, have experience of leading and managing in a 

successful school environment and be willing to be fully involved in all aspects of the school’s busy 

life.  A track record of outstanding teaching is essential, but no specific specialist subject is sought. A 

willingness to contribute to the school’s extensive co-curricular programme is also expected. 

Key Responsibilities and Duties: 

The key responsibilities will include, but not be limited to: 

Leadership  

• Lead the continued development of admissions at Habs to ensure an outstanding customer 

experience at all times 

• Be responsible for all aspects of the admissions and entry process at all points of entry, from first 

enquiry to the pupil arrival 

• Create a cohesive and ambitious strategy for admissions in line with the ethos and values of the 

school  

• Regularly analyse data and market trends, to inform and shape the school’s recruitment strategy. 

• Maintain a positive and close relationship with feeder schools 

• Liaise with the transport manager to ensure admissions strategy is aligned to the coach company 

strategy and development of routes. 

• Produce regular reports to Governors on all aspects of admissions and key trends 

• Ensure compliance with any visa regulations or other legislation relating to pupil entry, data 

protection law and all other regulations 

• Manage the admissions budgets 

• Advise and inform the Headmaster on all aspects of admissions 



 

Events 

• Oversee and lead Open Day/ Open Mornings and prospective parent tours 

• Along with Deputy Head Pastoral and Heads of Section, arrange new pupil and parent induction 

events during summer term 

• Co-ordinate visits in the summer term to all incoming Year 6 in state and prep feeder schools  

• Liaise with key pastoral staff to supply all information and data on new pupils  

Prospective Families  

• Optimise the experience that prospective parents and candidates receive throughout the 

admissions process 

• Coordinate admission enquires at all stages of entry and resolve difficult enquiries, acting as the 

first point of contact for prospective parents 

• Give particular support to enquiries for relocator admissions, applicants not at principal entry 

points and overseas applicants 

• Lead on the creation, preparation and collection of all documentation sent out to new parents, 

ensuring that all written communications are of the highest standard 

• Meet prospective parents and candidates on assessment days and on a one-to-one basis 

throughout the year 

• Give appropriate feedback to parents of 4+ and 7+ applicants not offered a place 

• Create, send out and analyse feedback questionnaires for the admissions process 

Staff  

• Manage and motivate the admissions staff to ensure exceptional standards are maintained  

• Ensure that the staff as a whole understand and play an active and positive role in the admissions 

process 

• Train and monitor staff to ensure consistency and quality in all interviews 

• Give staff briefings on Admissions matters 

• Work closely with members of the Senior Leadership as appropriate:  

o Headmaster – final decisions 

o COO/Finance team – Bursary candidate lists, Registration and Acceptance forms, Parent 

Contract and overseas applications 

o Deputy Head Academic – subject choice of applicants, availability of subjects and exam 

quality 

o Deputy Head Pastoral – new parent events 

o Head of Examinations – to ensure successful conduct of the examinations 

• Liaise closely with Senior Staff in particular Heads of Section, Heads of House, Head of Academic 

Support and Director of Performance Music  

Entrance Exams and Interviews 

• Oversee and manage the entrance assessments and interviews at all points of entry, ensuring a 

positive environment for staff, candidates and parents 

• Organise assessment days for relocators in March and June 

• Analyse and evaluate all assessment data  

• Working with the Heads of Section and relevant Heads of Department to advise on the correct 

selection of candidates 

• Check all outgoing communications for accuracy 

• Analyse and feedback on entrance assessment data to ensure offers are made to candidates who 

will thrive at Habs   

• Analyse and understand the reasons why offers of a place are not accepted in order to inform the 

offer process 

 

 



 

Person Specification 

Education, Qualifications and Skills: 

• An outstanding academic record, including a very good bachelor’s degree 

• Qualified Teacher Status (QTS) is desirable, not essential 

• An excellent record as a teacher, manager and leader  

• A record of continuous professional development 

• Excellent communication and listening skills  

• Powers of diplomacy and persuasion  

• The ability to think strategically and to contribute towards the school’s development  

• Strong organisational and administrative skills with a keen eye for detail 

• A good level of IT competency  

Personal Qualities 

• Natural leadership qualities, combining humility with a sense of credibility and presence  

• A commitment to educational excellence and high standards at all times 

• Capacity for hard work and handling stressful situations with energy, enthusiasm and a 

positive outlook 

• The ability to motivate and inspire others 

• A team player with an ability to develop and to sustain relationships and empower others 

• The wisdom and commitment to resolve complex problems and the courage to make difficult 

decisions 

• The judgement to know when and what to delegate  

• A capacity to initiate and manage change with ambition, flair and creativity 

• Integrity, reliability and a commitment to honesty and fairness 

• Approachability, warmth and a good sense of humour  

Knowledge and Experience 

• A track record of outstanding leadership and management in education 

• A holistic view of education that encompasses academic, pastoral and co-curricular elements  

• Understanding of the role in the context of safeguarding children 

• Understanding of the requirements of Equality and Diversity 

Salary and Conditions: 

This post would suit a well-established teacher with an excellent working knowledge of and 

commitment to education.  No subject specialism is required.  

In accordance with the significance and responsibility of this whole school position, the holder will 

receive a management allowance at Management Scale 5 and a significant timetable remission to 

allow for essential work during the school day. Evening and weekend working for Open Days and 

prospective parental events will be required. 

Candidates should note that all appointments are subject to an enhanced check with the Disclosure & 

Barring Service and references from past employers. 

 

 


