
  

 Job Description & Person Specification  
 
Job Title 
Admissions Manager (TPS) 
 
Responsible to 
Head of Prep School 
 
Contract 
Permanent, full-time (AYR is preferred, but Term Time Only plus weeks can be considered) 
 
Salary  
Salary Range £26,497 to £34,201 FTE, dependent on skills and experience (pending pay review) 
 
 
Purpose of the role 
The Admissions Manager is responsible for the smooth running of the admissions process for students into 
the Prep School, from initial enquiries about the School, through to registration and eventual enrolment. As 
the main point of contact for prospective parents for students in years 3 through to 8 (aged 7 to 13), the 
Admissions Manager is required to be knowledgeable about the School and able to respond to queries 
quickly and efficiently. 
 
Key Duties and Responsibilities 
 

 Work with other Admissions Manager as appropriate 

 Actively promote the links between TSI/TSIMS, Prep and the Senior School 

 Develop and maintain good relations with reputable educational agencies, professional 
guardianship bodies and other schools and educational institutions 

 Ensure prompt responses to enquires through prospective parents, and manage the process 

 Proactively promote the School, selling the benefits and differentiators, in order to generate a large 
number of enquiries 

 Arrange School visits and tours, meeting and greeting prospective students and parents, as 
appropriate, including arranging meetings with the Head and other members of staff 

 Arrange taster days for prospective students 

 Organise and attend open morning, external exhibitions, shows and events 

 Recruit pupils to meet annual pupil number targets for different year groups and support the 
retention and transfer of pupils at the different transition stages 

 Manage the admissions pipeline from initial enquiry through to offer and acceptance in a proactive, 
timely and organised manner 

 Ensure the smooth and effective admission for all new pupils and provide an excellent support 
service to parents, guardians and education agencies 



  

 Adhere to agreed admissions procedures and policies, converting enquiries into registrations and 
acceptances 

 Follow admissions procedures and policies in terms of registrations, gathering of references and 
reports, arranging assessments as required, managing acceptances and deposits 

 Identify and respond flexibly to developing trends in the student market, maximizing the 
opportunity to recruit students and to provide the service required 

 Provide regular updates and reports on predicted pupil numbers to the Head to give a clear view on 
pupil trends, identifying and bringing to their attention any anticipated pupil shortfalls or gains 

 Provide the Head with information on admissions numbers on a weekly basis 

 Organise the admissions examinations, ensuring they are marked in a timely manner 

 Collate all pupil evidence including internal assessments, school reports, headmaster reference and 
personal assessment 

 Build and maintain relations with internal staff 

 Maintenance and updating of pupil files, parent information, messaging to parents 

 Oversee the population, update and distribution of the staff/school calendar and school reports 

 

The duties and responsibilities shown above are not intended to be exhaustive and the post holder will be expected to 
be flexible and to take on new responsibilities as necessary to meet the changing needs of the School. 
 

 

 

 

Person Specification 
 

 ESSENTIAL DESIRABLE 

QUALIFICATIONS  Educated to at least A Level standard with 
GCSE in English and Maths at Grade C or 
above 
 

 AMCIS Certificate in Admissions 
 

EXPERIENCE  Demonstrable experience in an 
administrative role 

 Experience in a customer facing role 

 Understanding of the education sector 

 Understanding of admissions, compliance 
or recruitment 
 
 

 Experience of working with 
children 

 Experience of working in an 
Independent School 

SKILLS  IT literate including MS Word 

 Excellent communication skills 

 Excellent attention to detail 

 Excellent organisation skills 

 Excellent interpersonal skills 

 Ability to work under minimal 
supervision, on own initiative 
 

 Ability to interpret statistical data 



  

ATTITUDES & 
APPROACH 

 Professional manner 

 Collaborative approach 

 Shared responsibility approach  

 Caring and sensitive to the needs of pupils 
and parents 

 Empathetic 

 Positive “can do” attitude 

 Resilient  

 Calm 

 Personable and approachable 

 Team player 

 Flexible 

 Follow instructions reliably and efficiently 

 A willingness to enter into the spirit of the 
school, and contribute to the wider life 
and work of the school 

 Committed to safeguarding 

 Discretion and the ability to deal with 
confidential information appropriately 
 

 

 


