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Job Description for Preparatory School Registrar 

 
About St Catherine’s School 
 
St Catherine’s was founded in 1885 and in 2020 celebrated 135 years of successful education for girls.  The 
School is an Independent Church of England Day and Boarding School, in membership of the Girls’ Schools’ 
Association, with 885 pupils aged between 4 and 18.  The Prep School has 245 pupils aged 4 to 11 and the 
Senior School 640 pupils aged 11 to 18, of whom some 170 are in the Sixth Form and 120 are boarders aged 
11 to 18.  The School is situated in a 25-acre site in the village of Bramley, three miles south of Guildford off 
the main Horsham Road (A281) and in the Surrey Hills Area of Outstanding Natural Beauty. 
 
St Catherine’s is a selective academic girls’ school which prides itself on its excellent A Level results and the 
university places which all its leavers secure, including good numbers at Oxbridge.  However, this is not at 
the expense of our commitment to the broader ideal of an all-round education for all our pupils, which will 
prepare them for full and happy lives as well as successful careers. 
 
The School was inspected for Compliance and Quality of Education in October 2016 by the Independent 
Schools Inspectorate and the report may be viewed here.  A compliance inspection in October 2019 found 
all the Independent Schools Standards Regulations and National Minimum Standards for Boarding fully met.  
Our Good Schools Guide Reviews can be found here. 
 
Following ten happy and successful years, our current Registrar is stepping down at the end of this term. We 
are now seeking to appoint from August 2022 a Registrar to join our enthusiastic and highly-motivated team 
of staff in this leading girls’ independent school.  The successful candidate will take the lead as the key public 
face of the School to whom prospective parents first turn, and to manage their journey through the 
admissions process to their daughter’s arrival at the School.  This is a responsible position that will involve 
being accountable for the admissions process, for keeping an accurate record of the number of pupils in the 
School at any given time, and for communicating to all staff their role in attracting, converting and retaining 
pupils.   
 

Charitable Objects of St. Catherine’s School 
The Objects for which the Company is established are to promote and provide for the advancement of education by providing, conducting, 
governing, carrying on and maintaining in the United Kingdom, or elsewhere, a boarding or day school or schools for girls in which the teaching 
shall be in accordance with the principles of the Church of England. 
 

Child Protection Statement - St. Catherine’s is committed to safeguarding and promoting the welfare of children and expects all staff to 
share this commitment.  Applicants must be willing to undergo child protection screening, including checks with past employers and an 
enhanced DBS with barred list check.  
 
The post-holder will be responsible for promoting and safeguarding the welfare of children and young persons for whom he/she is responsible, 
or with whom he/she comes into contact and must adhere to and ensure compliance with the School’s Child Protection Policy at all times. If in 
the course of carrying out the duties of the post, the post-holder becomes aware of any actual or potential risks to the safety or welfare of 
children in the School he/she must report any concerns to one of the School’s Designated Safeguarding Leads.  

 
 

https://issuu.com/stcatherinesbramley/docs/isidocument03_january_2017_for_webs?e=2191243/44133903
https://www.goodschoolsguide.co.uk/schools/st-catherines-school-guildford
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The Registrar will act as an Ambassador for the School and its values. She/he will foster excellent relationships 
with nurseries and feeder schools, and with registrars at competitor schools to ensure that communication 
between schools is handled with grace and in line with the school’s ethos and the Independent Schools’ 
Council’s agreed protocols for the transmission of pupils between schools.  
 
The Prep School Registrar will work closely with the Senior School Registrar and both will be supported by an 
Assistant who may provide cover for their annual holidays. 
 
Personal and Professional Qualities Required 
 
The Registrar is the first point of contact for all prospective parents who telephone, email or visit the School.  
A spontaneously warm and helpful manner is therefore essential, together with smart appearance and 
efficient handling of a myriad of tasks. The role necessitates the ability to deal appropriately with a wide 
range of people; flexibility is the key as well as absolute confidentiality.  The successful applicant will have 
the ability to work on his/her own initiative and to prioritise effectively.  He/she will also have good levels of 
stamina, loyalty and confidentiality, combined with a lively sense of humour.  Excellent communication skills 
are important as is a meticulous eye for detail in the inevitable logging of applications, data, communications 
etc. Excellent ICT skills are essential as is the ability to work both independently and as part of a close-knit 
admin team.  
 
The Prep School Registrar will be able to engage everyone on the staff in the work of promoting and selling 
the School.  Nothing must be too much trouble where prospective parents are concerned and a capacity for 
endless patience, willingness to go the extra mile and keep many lines of enquiry going at once will be 
important.   
 
The person appointed must be able to think strategically about Admissions, keeping ‘business as usual’ on 
track but also identifying areas for improvement and driving change appropriately.  He/She must be willing 
take the lead in person at events for prospective parents, to speak in public with confidence and to be well 
presented are essential.  As a member of the Marketing committee, he/she will be required to work as part 
of a team, engaging with ideas to promote St. Catherine’s and implementing these within Admissions and 
the wider administration team.  
 
You will have excellent administrative skills to ensure that all applicants have a positive experience of the 
school. Calm and organised, you will be a people-person with a flexible, pro-active and can-do approach. 
Previous experience of an educational admissions process would be a distinct advantage. 
 
The Administration Team at St. Catherine’s 

 
The Prep School Registrar is one of the team of Prep School Administration staff consisting of the Head’s PA 
and Receptionist/Admissions Assistant.  Working independently, but in close liaison with the Senior School 
Registrar and, in particular, the Prep School Head’s PA, the Registrar is a key figure in the day-to-day running 
of the Prep School, his/her focus being particularly on pupil recruitment.   
 
Line Management 
 
He/She is responsible directly to the Prep Headmistress but will need to work in close liaison with the three 
Prep Deputy Heads, the Senior School Registrar, the Chief Financial Officer, the Marketing team and the 
Estates and Business team. The Registrar is specifically responsible for all matters concerning the recruitment 
and assessment of prospective pupils. The Registrar is also responsible for planning, organising and delivering 
all Admissions related events to prospective parents be these in person or online.  
 
The successful applicant will have exemplary relationship building skills, a creative approach, the ability to 
work at speed and on his/her own initiative and to prioritise effectively.  
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ICT 
 
The standard software package used in School is Microsoft Office as well as SIMS (School Information 
Management System) modules, and RSAdmissions software.  We also operate a parent contact system: 
ClarionCall. Training on all these applications would be provided but prior knowledge would be an advantage. 
Excellent ICT skills will be a prerequisite of the post 
  
The specific responsibilities of the Registrar include: 
 
Lead the Admissions Process 

• Manage the day to day running of the admissions process, working with and delegating to the 
Receptionist/Admissions Assistant. 

• Line manage the Receptionist/Admissions Assistant, setting and monitoring day to day tasks and 
ensuring his/her personal development by delegating discrete responsibility for an area of the 
admissions process, currently identified as Baby Cats events, whilst recognising the immediacy of the 
Receptionist role.   

• Responsible for managing the admission process from the initial enquiry to the pupil joining the 
school. 

• Making appointments for parents with the Headmistress and the Deputy Heads of the Prep School, 
preparing paperwork in advance of visits from prospective parents. 

• Organise and manage taster days, academic entry assessments, requesting of references prior to a 
pupil being assessed, correspondence with parents/carers, liaising with Deputy Head, Pre-Prep and 
Deputy Head, Curriculum to understand how each prospective pupil has performed and notify 
parents of outcomes. 

• Acknowledge acceptances, verify payments and documentation in line with statutory requirements. 

• Liaise with staff to ensure new pupil inductions are fully arranged and new joiner information is 
provided. 

• Work with Prep SMT to schedule and confirm dates for all Prep School admissions related events 
(including prospective parent events and Prep promotion events). 

• Liaise with the Chief Financial Officer and Business Team PA about Bursary Applicants to advise on 
new applications as necessary. 

• Attend regular Marketing Meetings, presenting current data on registrations etc. 

• Assist the Deputy Head, Pre-Prep with registration of Early Years Free Entitlement. 
 
Build relationships and manage events 

• Act as an ambassador during all Prep prospective parent events, be an advocate for all-girls 
education, focusing on hosting these and being the welcoming face of such events.  

• Correspond with prospective parents via email and telephone, building positive relationships and 
maintaining these from initial enquiry to pupils joining the school. 

• Manage registrations for open events via website, telephone, email, event booking systems.  Support 
the event with quality communication beforehand and afterwards to support enquiry to conversion.  

• Give prospective parents tours of the School or organise for pupils to act as guides. 

• Lead the organisation of Prospective Parents' Mornings and Open Days, and other major school 
events which can take place in the evening or on a Saturday. 

• Gather feedback from parents about the process/events and make recommendations as 
appropriate. 

• Act as the lead contact for feeder nurseries and schools, both state and independent, providing 
assessment outcomes and arranging events with colleagues as required.   

• Promote and market St Catherine’s to all enquirer audiences including engaging the local community. 
Communicate with prospective parents about St Catherine’s events, including Baby Cats (0-2 years), 
Cat Class (3-4 years) and School Matters webinars.  
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• Organise appropriate Prep materials for off-site exhibitions e.g., Independent Schools Show at 
Battersea and attend where necessary, supporting other members of the school who may be asked 
to attend exhibitions. 

• Maintain and update the Prep Admissions pages and Prep Events pages on the website, with support 
from the Web Administrator.  

• Update and distribute the Parents’ Handbook. 

• Liaise with the Marketing team on the production of Welcome Booklets for new joiners. 
 
Cross-team working 

• Work closely with the Prep SMT including a weekly meeting with the Prep Headmistress. 

• Meet weekly with the Marketing Coordinator to advise content and agree your distribution for Prep 
marketing event communications.  

• Liaise with staff who deliver St Catherine’s events (as above), to create engaging events and manage 
organisation, catering, communications with prospective parents when in School. 

• Create Calendar requests, Estates and Catering briefs and liaise with these teams in relation to 
Admissions events, attending the weekly school-wide Calendar meeting. 

• Attend weekly Prep staff meeting informing staff of forthcoming events and pupils joining the school. 
 
Reporting 

• Assist the Head with the collation of admissions statistics for her termly report to the Governors. 

• Keep the Prep Headmistress updated on numbers at events, movement of parents through the 
admissions journey etc. 

 
Database Management and Administration 

• Maintain the School’s Admissions database - currently RSAdmissions - ensuring that all 
enquiries/records of prospective pupils are entered accurately to the database enabling its use by 
the Marketing Department. 

• Import the details of all new joiners into SIMS at the end of each admissions process and ensure that 
accurate records are maintained. 

• Maintain Rollshare, the school’s record of its current roll statistics, accurately record all changes to 
the school Roll as they are confirmed including joiners, leavers and student changes in status (day to 
boarding and vice versa). 

• Maintain the list of leavers and notify relevant departments at the appropriate times. 

• Liaise with Prep Head’s PA regarding regulatory reporting of joiners and leavers at non-standard 
transition points to Surrey County Council on a termly basis. 

• Oversee data analysis and report all points in the admissions cycle as required for Marketing 
purposes. 

 
Systems and Regulatory 

• Understanding safeguarding and GDPR requirements, including data retention policy and work to 
follow regulations at all times.  

• Use and maintain relevant systems such as SIMS, RS Admissions, Mailchimp, BrownPaperTickets, 
web content management systems etc. 

• To manage a budget for admissions and prospective parent events.  

• Keep the relevant admissions policy under review and make recommendations for change.  
 
Practical Information about the Post 
 
The role of the Prep Registrar is a key role within the School. As such, our priority is to recruit a candidate 
whose values and ethos echo those of the school and who will bring energy, professionalism and 
commitment to the role. The role may be either full-time or part-time, dependent upon the experience and 
skills set of the suitable candidate. The role would not be less than the equivalent of 4 days a week during 
term time and 2 days a week during school holidays. 
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The Prep School Office is open from 8.00am to 6.00pm during term time, hence hours would fall within these 
times. During the school holiday period, office hours are 9.30am to 4.00 pm. By special arrangement, the 
Registrar may work from home for occasional days as appropriate and by negotiation with the Head as long 
as this does not jeopardise continuity in communication with prospective parents. The Prep Registrar remains 
responsible for admissions and a consistent service to prospective parents at all times. The Prep Registrar 
should also be expected to be in regular contact with the School Office staff to liaise over tasks to be done, 
emails to be answered etc which continue when the Registrar is on normal leave.   
 
The Prep Registrar is based in the Prep School Office and is an important part of the ‘front of house’ team 
who provide a warm welcome to all visitors. The Prep Registrar will assist with general enquiries from current 
parents, pupils and staff where necessary, alongside the Prep Head’s PA and the Receptionist. They may also 
be required to respond to minor pupil accidents and incidents which may occur during the school day. 
Pastoral care for our young pupils is paramount and every member of staff plays an important role in this. 
 
The position offers five weeks’ holiday per annum to the full-time applicant (pro-rata for part-time) to be 
taken during the School holidays in liaison with the Prep Head’s PA and the Receptionist/Admissions 
Assistant.  It is therefore essential that holiday plans are in hand well in advance to ensure the smooth running 
of the admissions process and the necessity of proper holiday breaks for all. 
 
Extra-Curricular Activities 
 
All members of staff are asked to contribute to some areas of the extra-curriculum and from time to time to 
assist with an occasional evening function to help support events, such as school plays or major concerts. 
These can often be combined with watching the girls in action in another sphere away from the classroom 
and seeing another side to them which can be very helpful.  All part-time and full-time staff are expected to 
attend the Prep. School picnic and Open Day. 
 
Staff Induction, Staff Review and Continuing Professional Development 
 
The School offers a strong and well-established system of mentoring and support.   

 
All new staff are given electronic access to a Staff Handbook and School Policies well ahead of their joining 
the School and are given full induction training at the start of their first term.   
 
The School is committed to the continuing professional development of its staff and there is an annual review 
procedure, conducted by a line manager.  INSET opportunities are provided for the whole staff three times a 
year, and for individual staff, often arising out of discussions during the annual review.   
 
St Catherine’s School is committed to the proper Safeguarding of its students.  All staff are required to 
undertake Child Protection Training as part of their induction and every three years thereafter. 
 
Remuneration  
 
Salary will be based on the St Catherine’s Salary Scale and will be commensurate with the qualifications and 
experience of the candidate.   
 
Where applicable, non-teaching staff in the School are auto enrolled into the Stakeholder Pension Plan on 
recruitment.  St Catherine’s School will pay a varying percentage into the plan, dependent on the employee’s 
contribution. Further details are available from the Business Centre. 
 
The post offers medical insurance cover which is a taxable expense. 
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Accommodation  
 
Accommodation on site may be available in return for boarding duties.  Opportunities can be explored at 
interview. 
 
Other Benefits 
 
Lunch is provided daily, and all staff enjoy access to the School’s leisure facilities for a small one-off joining 
fee: pool, tennis courts, squash court, fitness suite - when these are not in use by the girls or other visiting 
courses.     Other meals will be provided if staff are required to work during the evenings.  Other meals such 
as breakfast and supper may be taken regularly for a very modest charge, payable in advance. 
 
A fees concession of 50% is offered for the education of daughters of full-time members of staff at St 
Catherine’s if a place is available and the girl passes the entrance examination.  For part-time staff any fee 
concession is calculated on a pro rata basis. 
 
Applications 
 
The application form should be returned to the Senior HR Administrator, Mrs Netty Creswell, by Friday 20th 
May 2022 and should take the form of: 
 

• a letter of application relating to the specific job description for the post,  

• the completed Application Form provided with these details/found on the School website at 
www.stcatherines.info/welcome/job-opportunities 

• a curriculum vitae if you wish to submit one to complement the above documents 
 
We anticipate that interviews will be held on Wednesday 25th May 2022. 
 
Candidates will have their applications acknowledged and if you do not hear from us after a few days, please 
contact the HR Administrator by email on jobapplications@stcatherines.info.  
 
Thank you for your interest in St Catherine’s School. 
 
Naomi Bartholomew 
Headmistress 
May 2022 

https://www.stcatherines.info/welcome/job-opportunities
mailto:jobapplications@stcatherines.info

