
HIRING!
WE ARE

JOIN OUR TEAM

OPEN POSITIONS:

Admissions & Marketing
Manager 

SEND YOUR CV TO:

marketing@dukeseducation.com

The Admissions & Marketing Manager will
provide a friendly, warm, highly professional
and efficient admissions provision for Radnor
House School, Twickenham. Radnor House is
currently a senior school. However, in 2023 the
senior school will be moving to a new site at
Kneller Hall in Twickenham to form a new
senior school. The current Year 5 and 6 will
remain at Pope’s Villa, and Radnor House will
extend provision down to Reception to form a
new co-ed prep school for children aged 4-11.

The role will involve designing and
implementing the new admissions process for
the prep school, providing an excellent
customer experience to all prospective parents,
pupils and agents including managing initial
enquiries, hosting private tours for prospective
families, facilitating pupil assessments and
admitting pupils to the School, and helping to
promote the new school to families in the local
area. 



Provide an approachable, welcoming, informative and seamless customer service to all
prospective pupils, their parents and education agents, providing key information
about the strengths of the school and answering questions from prospective parents
As the first point of contact for all enquiries, you will promptly answer the telephone
or digital leads and ensure that they are all logged onto the school’s admissions system
Organise and host private tours and open events for prospective students and their
parents and encourage enquirers to register for a place at the school
Assist the Head and marketing team in engaging feeder Nurseries so that they are
informed about the quality of our educational offering
Working with the marketing team to develop the new relationship between the nursery
and the school.

Report pupil numbers and a pipeline overview to the Head and Bursar on a weekly basis
Make appointments for school tours for prospective pupils, parents and agents
Prepare all admissions materials for Open Mornings and other school and college events
Represent the School at Open Morning events, greeting parents, and ensuring the
smooth running of events on the day
Maintain regular Statutory reports such as the Admissions Register and Leavers and
Joiners reports
Ensure all prospective pupil documentation is acquired prior to enrolment (School
reports, passports, visas etc.) and ensure all relevant records are maintained on the
school’s database
Process all applications in accordance with required procedures including ensuring
registration fees are received and assisting in making arrangements for assessment days

Accountable to – Head of Radnor House School, Twickenham 
Liaising with - Director of Marketing and Admissions (Dukes Education) 

Job Summary

We are looking for an experienced Admissions & Marketing Manager to lead admissions for
a new prep school, opening in 2023. The role will also support with marketing and
promoting the new school to prospective parents, with the help of the Dukes Education
central marketing team. 

We are looking for someone to start as soon as possible to work closely with the incoming
Headteacher and the central Dukes team during academic year 2022-23 to bring in a
thriving cohort for the school’s opening in September 2023.
The role will be hybrid for the first year, working from home and the central Dukes office
while also being available for tours and open days at the school. The role will then be based
primarily in school from September 2023 onwards.

The Admissions & Marketing Manager will provide a friendly, warm, highly professional and
efficient admissions provision for Radnor House School, Twickenham. Radnor House is
currently a senior school. However, in 2023 the senior school will be moving to a new site
at Kneller Hall in Twickenham to form a new senior school. The current Year 5 and 6 will
remain at Pope’s Villa, and Radnor House will extend provision down to Reception to form
a new co-ed prep school for children aged 4-11.

The role will involve designing and implementing the new admissions process for the prep
school, providing an excellent customer experience to all prospective parents, pupils and
agents including managing initial enquiries, hosting private tours for prospective families,
facilitating pupil assessments and admitting pupils to the School, and helping to promote
the new school to families in the local area. 

Accountabilities

Customer Experience

Administration



Draw up timetables for assessments, make offers and maintain records of responses,
ensuring all applicants are notified promptly of the outcome of their assessment. 
Make follow-up telephone calls to all prospects following Open Mornings and events to
determine how we can help applicants with the next stage in their application.

Maintain prospective pupil records on the school’s database (ISAMS), adding new
enquiries, managing pupil data through to enrolled status and reporting on pupil
numbers and the admissions pipeline
Keeping all pupils files and records up to date in accordance with School Policy and
GDPR regulations
Requesting the emergency contact information, medical and allergen lists from new
pupils
Promote safeguarding the welfare of children and comply with the School’s
safeguarding policy

Help to develop and implement the marketing strategy for the new school
Support with creating marketing materials 
Work with the Head and Director of Communications, Dukes Education to maximise PR
activities in the run up to launch 
Ensure all marketing materials adhere to the brand guidelines and are high quality
Manage the school website 

To make a success of this role, you will have extensive experience within a customer-
service focussed environment, and preferably have administrative experience within
the education sphere. 
General administration support and ad hoc duties as may be reasonably required.

Pupil records and support

Marketing

Other

Key skills 

• Excellent customer service skills
• Excellent organisational skills
• Flexible attitude, patience, sense of humour
• Excellent written and verbal communication skills
• Knowledge of working with school databases such as ISAMS
• Knowledge of CRM such as Salesforce (Preferable not essential)
• Word, Excel, Outlook
• Able to work as part of a team
• Able to work on own initiative

Review and Amendment 

This job description should be seen as enabling rather than restrictive and will be subject to
regular review.

NB: This list is not exhaustive and this job description may be amended to meet the
demands of the School or by request of the Line Manager.

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.


