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About Sherborne Girls 
 
Founded in 1898, Sherborne Girls is a vibrant boarding community set in a beautiful campus in a Dorset 
market town. Educating just under 500 girls ages 11 to 18, from a variety of countries around the world, 
Sherborne Girls is a friendly and compassionate environment where girls’ individual strengths, talents and 
interests are nurtured. The school believes in helping every girl find her niche, providing plentiful, diverse, 
and challenging opportunities across every facet of education, including inspiring academic study, a myriad 
of co-curricular and sporting opportunities, and a deep commitment to pastoral care. Sherborne helps girls 
write the stories of their lives, empowering them to become inquisitive, aspirational, kind, and ready for the 
challenges of the 21st century with a clear sense of ambition and the personal qualities to succeed in 
whatever path they choose.  
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Values, Ethos & Christian Foundation 
 
Sherborne Girls has five key values, which alongside the school’s fundamental commitment to social and 
environmental responsibility underpin and are embedded within the school’s identity.  
 
Curious: Sherborne girls will be intellectually enquiring and imaginative; they will seek challenge and 
inspiration in the pursuit of excellence. 
 
Courageous: Sherborne girls will be bold and adventurous; they will have the courage to take risks, the 
resilience to overcome adversity and the inner confidence to lead others. 
 
Compassionate: Sherborne girls will be principled, considerate and kind; they will have a sense of 
responsibility to make a positive contribution to the communities in which they live and work. 
 
Adaptable: Sherborne girls will be resilient and flexible; they will be able to adapt to the demands of the 
modern-day and to respect and celebrate the differences of others.  
 
Spiritual: Sherborne girls understand Christian values, they value reflection and well-being in themselves 
and others.  
 
Sherborne Girls is proud of its Christian foundation. The Sherborne community lives by these inherited 
values and faith, grounding the school culture in compassion, courage, integrity, and generosity. Girls at 
Sherborne are encouraged to connect with their spirituality in ways that suit their needs, habits, and beliefs. 
Sherborne Girls believes the Christian tradition is characterised by its profound generosity of spirit, opening 
up the space in which everyone can become more fully themselves and confidently play their part.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



   

DIRECTOR OF ADMISSIONS | SHERBORNE GIRLS 

SB 

Academics 
 
Sherborne Girls delivers a broad and enriching curriculum which offers innovative academic education with 
a strong emphasis on developing an enquiring mind, instilling a good work ethic, and striving for excellence. 
The curriculum addresses the school’s values of academic excellence, community responsibility, leadership, 
and developing pupils as 21st-century women, incorporating the development of life skills as well as the 
acquisition of academic ability. The school strives to cultivate a happy and relaxed atmosphere of 
purposeful activity, and Sherborne Girls’ individualised approach to teaching and learning ensures that 
every pupil is encouraged to develop health habits of learning, intellectual curiosity, and a range of interests 
that last a lifetime.  
 
As a boarding school, Sherborne Girls is able to extend its provision beyond the confines of the classroom 
and usual school day, blending the co-curricular with curricular for an enriched learning experience. In 
Years 7 – 9, the school focuses on academic exploration, investigation, and instilling a real love of learning 
in pupils. At GCSE, the curriculum provides a real opportunity for pupils to develop a range of skills and 
competencies, as well as the ability to exercise some choice regarding academic areas of focus. In the Sixth 
Form, the list of A Level subjects and academic enrichment options offers a real breadth of opportunity 
working in tandem with continued academic excellence.  
 
This approach to learning is borne out by excellent results at both GCSE and A Level. In 2021, 84% of GCSE 
grades were 9 – 7 (A*/A), with nearly 100% at 9 – 4 (A* - C). A Level results were similarly strong, with 75% of 
results at A*/A and nearly 100% at A* - C.  Sherborne Girls graduates go on to a range of top university 
destinations, including Oxbridge, Russell Group universities, and leading universities abroad. Sherborne 
Girls believes in supporting each individual pupil with the right path for her and encourages exploration of 
apprenticeship opportunities as well.  
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School Life 
 
The co-curricular programme at Sherborne Girls is a key part of the broad education the school offers in 
pursuit of its five key values. Pupils are enabled to develop and foster new talents in areas such as drama, 
music, and sport, as well as a variety of other creative and outdoor pursuits. It also provides many 
opportunities for them to explore a range of intellectual and cultural interest through numerous clubs and 
societies which complement and enrich the academic curriculum. The girls choose a different club or 
activity to try out every term, which fits into their timetable either during lunch or after lessons, and there 
are myriad options to choose from to suit every interest. Girls can also participate in the Duke of Edinburgh 
Award and CCF.  
 
Boarding at Sherborne Girls is a warm and welcoming experience, allowing girls to both concentrate on 
their academic studies while participating in the school’s enriching co-curricular life. Girls have fun in every 
aspect of their schooling, laughing and learning in an environment where new things are encouraged, and 
they are empowered to make choices that matter and take responsibility. There are seven boarding houses 
which provide a home-from-home experience under the care of dedicated boarding staff. Sherborne Girls 
delivers a varied programme of weekend activities as part of its commitment to an all-around, full-boarding 
education, including sporting fixtures, services of worship, trips and activities, inter-house competitions, 
and social opportunities with pupils from Sherborne School.  
 
Pastoral care and wellbeing are also a major part of life at Sherborne Girls. The goal of Sherborne Girls is to 
provide all pupils with enjoyable and fulfilled life experiences and to help them through education and 
experience to develop the knowledge and individual strategies needed to manage their mental, physical, 
and spiritual health and wellbeing. As a whole-school approach, the Boarding Houses, Tutors, trained 
counsellors, support staff, and pupils are all involved in supporting each other and the wellbeing 
programme, with pupil wellbeing always viewed as equally important as their academic progress.  
 
Sherborne School Partnership 
 
Sherborne Girls and Sherborne School are located right next to each other in a small, bustling Dorset town, 
and have formed a partnership under the ethos of ‘Separate yet together.’ This partnership makes the 
schools unique, offering a very different kind of single-sex education in which pupils have the benefit of 
single-sex classrooms and boarding houses, but also have far greater access to joint activities across music, 
sport, clubs, and social opportunities than they otherwise would. It is in this environment, with both the 
energy given by focus and the social normality resulting from co-location, that enthusiasm of all sorts are 
born, igniting the spark that creates a love of learning and a desire to attain.  
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The Role 
 
The Director of Admissions holds a key role within the Senior Leadership Team, working closely with and 
reporting directly to the Head. This is an exciting opportunity to lead a busy and successful admissions 
office and to oversee the marketing activities of a leading independent school. The postholder will be 
heavily involved in both strategic and operational matters, acting as a key figurehead and outward-facing 
presence for the School as well as guiding, motivating and leading the Admissions and Marketing teams. 
 
The Admissions Department currently comprises the Registrar, Admissions Officer, Admissions Co-
ordinator, and Engagement Officer.  
 
Key Responsibilities 
 
As a member of the Senior Leadership Team (SLT), the Director of Admissions is responsible for developing 
and overseeing the School’s Admissions and Marketing departments. This will include: 
 

• Setting the strategic direction for the School’s Admissions and Marketing departments 
• Leading and directing the Admissions and Marketing staff, setting department and individual team 

members’ annual objectives and targets 
• Providing coordination across the Admissions and Marketing departments 
• Influencing at a senior level and directing all staff in the promotion of the School 
• Providing timely advice, written and verbal reports and appropriate information to the Head, SLT 

and Council of Governors 
• Contributing to the overall School Vision and Strategic Plan. 
• Supporting the full-boarding nature of the School which includes regularly attending weekend 

commitments 
 
Pupil Recruitment – Strategic 

• Developing and overseeing the implementation of pupil recruitment strategies to ensure the 
School’s pupil recruitment targets are met 

• Keeping informed about the market, competition, education and financial trends and their impact 
on pupil recruitment 

• Identifying and developing emerging markets both in the UK and internationally 
• Developing and overseeing specific 11+, 13+ and 16+ pupil recruitment strategies 
• Developing and overseeing the implementation of a Prep School Engagement Strategy 

encompassing current feeder prep schools and new markets 
• Liaising with other members of SLT and Heads of Department to develop a co-ordinated Outreach 

Programme to enhance the scope of recruitment opportunities 
• Working closely with Sherborne School to ensure that parents of prospective pupils at both schools 

receive a similar experience throughout the admissions process, and to maximise opportunities to 
promote the ‘Separate Yet Together’ offering 

 
Pupil Recruitment - Operational 

• Ensuring a first-rate customer experience is provided and experienced by prospective pupils and 
their parents. 

• Developing systems to ensure all enquiries, visits and registrations are followed up in an efficient, 
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courteous, timely and professional manner 
• Leading an effective and efficient admissions process for internal and external audiences, which 

encompasses clear and regular touchpoints from enquiry through to a pupil starting (including the 
website, formal and informal communications, updates, and events) 

• Managing the Admissions department to ensure roles and responsibilities are clearly understood 
and the team performs to the highest standard 

• Overseeing all Admissions events to ensure they run effectively and positively for parents, pupils 
and staff 

• Ensuring that all staff involved in parent visits and Admissions events are communicated with in a 
timely manner and are clear about the requirements on their time as well as their specific role at 
the event 

• Working with members of SLT, Heads of Department, Housemistresses/masters (HMs) and other 
staff to promote the School’s full offering and improve the pupil recruitment process 
 

Pupil Recruitment - Administrative 
• Regularly reviewing and developing the Admissions processes after monitoring the results and 

effectiveness of all activities 
• Overseeing and evolving the School’s entrance procedures and scholarship & bursaries strategy, 

liaising with the Head, Bursar and other staff as necessary 
• Regularly updating the bursary on all matters relating to pupil recruitment including bursary 

applications and scholarship awards 
• Overseeing the allocation of Houses, working with the relevant members of SLT and House Teams 
• Supporting relevant members of SLT with the new girls’ induction process 
• Ensuring that all print and digital Admissions collateral is accurate, up-to-date, engaging, 

appropriate and reflects the School’s ethos, values, brand and vision 
• Overseeing the contact with the UKVI (Tier 4) and ensuring that admissions for overseas students 

are compliant with current legislative requirements 
 
Reporting and Policy 

• Developing a system to effectively capture data on recruitment trends and conversion rates 
• Monitoring, reporting on and assessing the overall effectiveness of the School’s Admissions 

strategy, with a particular emphasis on tracking pupil recruitment trends, conversion, and forecasts 
to shape long-term strategy and implement short-term tactics as required 

• Providing a written termly report to the Council of Governors on Admissions and Marketing 
matters and attend Governors’ meetings as required 

• Developing and implementing School policies relating to Admissions and Marketing 
• Reporting, at least termly, to all staff on Admissions and Marketing activity 

 
Marketing 

• Line managing the Marketing Manager  
• Overseeing the implementation of the School’s Marketing and Communication strategy by the 

Marketing team 
 
Additional SLT Responsibilities 

• Providing support and leadership for all members of the School community 
• Leading by example, providing inspiration and motivation to staff, governors and pupils  
• As and when necessary, representing the School at external meetings and conferences including at 

HMC, GSA, BSA, ASCL, ISBA etc 
• Contributing fully to Operational and Strategic SLT meetings. 



   

DIRECTOR OF ADMISSIONS | SHERBORNE GIRLS 

SB 

• Deputising for other members of the SLT, including the Head, where necessary or requested 
• Ensuring the highest standards of professional conduct are upheld and demonstrated at all times 
• Promoting and safeguarding the welfare of every pupil in the School 
• Promoting the effective use of Digital Technology across all areas of School 
• Providing support in the recruitment, induction, deployment, and development of teaching and 

support staff 
• Attending and delivering Staff INSET, as appropriate 
• Being part of the SLT holiday rota to provide senior support and guidance as necessary 
• Being a visible presence around the School including at evening events and co-curricular activities 
• Supporting members of all departments in maintaining sound discipline, within the School's 

agreed procedures 
• Dealing with any disciplinary matter, in collaboration with other members of SLT, staff and HR, as 

appropriate 
 
Management and Staffing  

• Overseeing the effective management of all Admission and Marketing staff, embedding good line 
management practices and a positive culture across the departments focused on:  

- Being open, honest, fair and consistent  
- Promoting a culture of positivity and respect  
- Handling conflict and dealing with people related issues in a proactive and timely way  
- Providing knowledge, clarity and guidance to team members  
- Supporting team members wellbeing, and sustaining positive working relationships  
- Supporting staff development and training  

• Ensure that communication within the Admissions and Marketing departments is maintained to 
the highest standards including regular department meetings.  

• Ensure that all staff have an annual staff development review and regular 1:1 meeting with their 
appropriate manager. 
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Person Specification 
 
The successful candidate will be an excellent communicator with the ability to use initiative, organise 
priorities, and deal with difficult decisions with tact and diplomacy. They will bring experience of: 
 

• Leading a successful multi-disciplinary team, preferably within a senior leadership position  
• Admissions, ideally within the independent sector; experience in the boarding sector would also be 

a benefit 
• Working in a customer-focused environment, ideally with some experience of marketing 
• Effectively using digital communication to support the admissions process and customer journey 

 
The successful candidate will have: 
 

• The demonstrable personal dynamism and gravitas to be a strong ambassador for Sherborne Girls 
with prospective parents and advisors 

• Good administration skills, including all Microsoft Office application and knowledge of 
admissions/MIS databases 

• A track record of identifying and implementing improvements in existing systems to increase 
efficiency and efficacy 

• The ability to produce and present reports to a variety of audiences; strong stakeholder 
relationship management skills 

• Strong time management skills with the ability to prioritise a varied workload, working under 
pressure to meet deadlines 

• Experience of overseeing and producing publications and printed marketing collateral 
• A high level of numeracy, including a solid understanding and experience of financial budgeting 

and reporting 
• Proven line management skills, communicating effectively at all levels  

 
The Director of Admissions will be: 
 

• Highly organised, proactive, and calm under pressure 
• Methodical with excellent attention to detail 
• Positive and enthusiastic with a ‘can-do’ attitude 
• Resourceful, with a high level of personal initiative 
• Genuinely interested in the independent school sector and boarding environment  
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Terms of Appointment 
 
This is a full-time position, with some working during the term breaks and summer holidays required.  
 
The salary will be commensurate with the seniority and responsibility of the post and the experience of the 
postholder.  
 
Sherborne Girls offers a generous benefits package, including: 

• Membership of the School’s pensions scheme 
• Free onsite parking 
• Free lunches provided during term time 
• Free membership of the School’s Employee Support Programme 
• Discounted membership of the Oxley Sports Centre 

 
Any offer of employment will be conditional upon receipt of satisfactory references and the satisfactory 
outcome of full pre-employment checks, including a Disclosure and Barring Service (DBS) check with 
Children’s Barred List. The successful candidate’s appointment will also be subject to the successful 
completion of a probationary period.  
 

How to Apply 
 
Saxton Bampfylde Ltd is acting as an employment agency advisor to Sherborne Girls on this appointment. 
 
Candidates should apply for this role through our website at www.saxbam.com/appointments using 
code GATC. 
 
Click on the ‘apply’ button and follow the instructions to upload a CV and cover letter.  
 
The closing date for applications is noon on Monday, 20 June 2022.  
 
The interview dates are as follows: 
 
First stage interview & tour of the school: Tuesday, 28 June 2022 
Final stage interview: Tuesday, 5 July 2022 
 
Sherborne Girls is committed to safeguarding and promoting the welfare of children and young people and 
expects all staff and volunteers to share this commitment.  
 
GDPR personal data notice 
According to GDPR guidelines, we are only able to process your Sensitive Personal Data (racial or ethnic origin, 
political opinions, religious or philosophical beliefs, trade union membership, genetic data, biometric data, health, 
sex life, or sexual orientation) with your express consent. You will be asked to complete a consent form when you 
apply and please do not include any Sensitive Personal Data within your CV (although this can be included in your 
covering letter if you wish to do so), remembering also not to include contact details for referees without their 
prior agreement.  
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