
 
 

Head of Admissions / Registrar 
 

 

 

 
THE ROLE  
 
We are seeking to appoint an engaging and highly organised Head of Admissions / 
Registrar to work with and report to our Director of External Relations with specific 
responsibility for leading, motivating and managing the Admissions Team and 
ensuring the delivery of all aspects of our admissions processes, targets and objectives 
across the whole school (College and Prep), in line with relevant policies and our 
strategy.  
 



The successful candidate will join Fettes College at an exciting time and will have the 
opportunity to play a key role in updating processes and repositioning the 
Admissions Team to integrate our services and deliver on strategy.  
 
Fettes is flourishing and the role of Head of Admissions / Registrar is integral to 
maintaining the success of our boarding school intake.  
 
You will ensure the Admissions Team delivers an efficient and effective service in 
an engaging and effective way for all stakeholders – ensuring our prospective 
families, feeder schools, and internal colleagues are provided with the information 
and support they need.  For our prospective students and their families, we want 
the admissions experience to be an enjoyable one, which is warm and supportive 
right from their first contact through to the day the student enters the school. The 
role is full-time – 37.5 hours a week – including during school holidays. The 
position will attract an annual salary of up to £45,000 depending on experience 
and this is enhanced by the school’s generous holiday and staff benefits package. 
 

Key Responsibilities 
 
The Admissions Office is central to the success of the school and allows us to 
maintain our optimum student numbers in line with strategy.  The Head of 
Admissions / Registrar will be responsible for ensuring the customer service and 
experience provided by the Admissions Team and the data maintained by the team 
is delivered to the highest standard.   
 
Detailed responsibilities of the post holder:  

• Overseeing the day-to-day smooth running of the Admissions Team and its 

output 

• Responsible for maintaining and implementing effective processes, protocols 

and procedures to ensure delivery of team objectives and targets 

• The Head of Admissions / Registrar will monitor and maintain a full and 

accurate record of all enquiries and relevant data to inform management 

decisions, forecasting and marketing initiatives and will report regularly to the 

Director of External Relations, developing and refining the admissions 

processes to deliver on strategy, report on student numbers, waiting lists, 

communications and forward planning as part of the the annual cycle of events 

and admissions calendar 

• Lead the team in building strong relationships with prospective parents and 

students, arranging tours and taster visits and communicating the key messages 

of Fettes College and Fettes Prep School to prospective parents and students 

• Understanding the responsibilities relating to the Student Visa applications 

and sponsored students’ regulations and ensuring this is recorded and 



managed by the team in accordance with the recommendations and in 

conjunction with our out-sourced supplier 

• Ensuring the team maintains and develops strong links with known feeder 

schools and looking for opportunities to establish links and develop 

relationships with other schools  

• Managing and implementing all admissions processes from enquiry to offer 

letter, including entrance exams and scholarship co-ordination and induction 

preparation for student entries 

• Setting clear directions to the team 

• Liaising with prospective parents when appropriate and eliciting feedback 

from all stakeholders and target audiences to inform future admissions 

strategies and action plans and presenting feedback to the Director of External 

Relations 

• Working closely with the Houseparents, teachers and other key members of 

staff to build effective relationships and ensure all admissions processes are 

delivered well 

• Liaising closely with the Bursar’s office in all matters relating to fees and 

admissions-related financial matters 

• In collaboration with the Director of External Relations overseeing the 

delivery of our Scholarship and Awards programme and the delivery of our 

transformational Kick-start 100% Bursary Programme – ensuring the team 

delivers a well-run and clearly communicated programme 

• Working collaboratively and supportively with the Marketing Team providing 

data and insights to direct future marketing campaigns and advertising. 

Overseeing and attending admissions recruitment events in and out of school, 

when required 

• Actively inputting into all admissions related publications and 

communications and liaising with Director of External Relations and the 

marketing team to review and make suggestions to ensure all touchpoint 

opportunities are actioned and maximised 

• Contributing to the updating and development of the admissions pages of the 

website in consultation with the Director of External Relations 

• Day to day management of the Admissions Team, including carrying out 

appraisals, setting meaningful objectives and enabling them to work to the best 

of their ability 

• The above list is not exhaustive but summarises the key roles to be performed 

and other duties may be required and directed by the Director of External 

Relations.   

 



PERSON SPECIFICATION 
 

• Organised, professional, and a team player who listens to and acts on feedback 

• Able to work well under pressure, to prioritise and plan, and demonstrate 

initiative  

• Meticulous attention to detail 

• Excellent communication and interpersonal skills with the ability to deliver 

and develop an engaging, approachable, and outstanding customer experience 

which is highly regarded and valued by external and internal stakeholders, 

taking account of their individual needs 

• Excellent customer care and sales skills; enthusiasm, and a collaborative ‘can-

do’ attitude with ability to lead and motivate others 

• High standards of professionalism and personal integrity 

• Ability to maintain confidentiality and to approach all confidential matters 

with discretion, sensitivity, and diplomacy 

• Ability to learn and implement new systems, procedures and protocols, to 

extract relevant data and to seek to improve/refine processes to improve 

outcomes 

• A positive attitude to continuous professional development for yourself and 

your team by attending regular training as provided by the school and to 

develop lifelong learning 

• Alignment with the aims and benefits of an independent boarding school 

ethos.  

Qualifications & Knowledge     

• A solid academic grounding, ideally educated to degree level or equivalent 

• Excellent literacy and numeracy skills and a sound command of written 

English   

• Significant experience of working in an administrative environment  

• Experience of working in a customer focused environment  

• A proven understanding of how to interpret databases and their use in 

customer relationship management 

• Excellent knowledge of the use of excel and mail merge or similar systems 

• Experience of maintaining excellent data management practices e.g., Data 

Protection   

• An understanding of the principles, practices and cycle of recruitment and 

admissions in an independent school, knowledge of a boarding school would 

be an advantage but is not a necessity.  

  



BENEFITS 
 
This is a permanent full time role, working 37.5 hours per week Monday to Friday 
(8.30 am to 5 pm, with a one-hour unpaid lunch break) and occasional weekend 
and evening working as required, including the attending of specific events, etc. 
The department works a rota system, covering every 3rd Saturday morning during 
term time.  
 
Annual Salary:   £38,500 to £45,000 depending on experience  
 
Staff Benefits: In addition to being part of a great team you will be 

entitled to a range of benefits that include: 
 

- 30 days holidays and 8 days of public holidays, 
generally taken outside term time. 

 
- Free parking within the campus grounds. The campus 

is easily accessed by car and bus; there is a bus stop 
located outside the campus serving a number of routes 
across the city and to rail stations. 

 
- Membership of Westwoods gym and health club which 

offers a range of excellent fitness and leisure facilities 
including a 25m swimming pool. 

 
- Free lunchtime meals during term time, and at other 

times when catering is provided, and you are on duty.  
 

- Life insurance scheme.  
 

- Excellent Employee Assistance Programme (EAP). 
 

You will be opted into the Fettes Trust Non-Teaching 
Staff Pension Scheme after 3 months service. This 
scheme is a money purchase one and full details of it and 
your options will be made available to you prior to your 
opt-in date. The Fettes Trust will contribute to the 
scheme and your contribution will be subject to the 
minimum overall combined employer and employee 
contribution limits set by the Pensions Regulator. Fettes 
operate a contribution matching scheme up to 10% of 
base salary. 

 



 
APPLICATION PROCESS  
 
The closing date for this senior role is 12 noon on Monday 25th July 2022, with 
interviews being held within a fortnight of the closing date. 
 
Applications including the details of 2 referees should be made via the Fettes College 
page on www.TES.com or via recruitment@fettes.com.  All applicants are asked to 
provide, as well as a CV, a covering letter setting out how you meet the person 
specification and what you feel you can bring to this role.  Our Director of External 
Relations, Debbie Atkins, is available to have an informal conversation with any 
potential candidate prior to applying.  If this is of interest to you, please contact 
recruitment@fettes.com to arrange a time to speak with Debbie.  

 
We are keen to welcome applicants from diverse backgrounds into our staff body. If 
you would like a friendly conversation with an employee who identifies as an ethnic 
minority, please feel free to contact Sara Medel Jiménez 
(s.medeljimenez@fettes.com) who will be happy to share her experience of Fettes.  

http://www.tes.com/
mailto:recruitment@fettes.com
mailto:recruitment@fettes.com
mailto:s.medeljimenez@fettes.com


 
 
ABOUT FETTES  

 
Fettes College is a leading HMC co-educational boarding and day school close to the 
heart of Edinburgh. It has a strong tradition of academic, sporting and cultural 
excellence underpinned by outstanding pastoral care. Fettes opened its doors in 1870 
and became fully co-educational in 1980: it is now an independent school of some 
800 students. There are 598 students in the Senior School (13-18 years) and 
202 students in the Preparatory School (7-13 years). The academic staff in the 
College consists of the Head and 91 full-time members of the Common Room. Our 
Prep School shares the same site and consists of a further 29 full-time teaching 
staff.    
   
The school stands on a magnificent site of approximately 100 acres, but still within 
walking distance of Edinburgh’s city centre. The historic main building holds the 
Chapel, Library, the English, Classics and History Departments as well as the Medical 
Centre and two boarding houses. A large newly built teaching block (the Spens 
Building) houses Art, Modern Languages, Mathematics, Economics, Geography, and 
Music. The Theatre, Science Laboratories and Dining Hall are adjacent. The 
Preparatory School and seven further boarding houses (including a purpose-built 
U6th House) are also on the campus. Our sports facilities (including extensive 
playing fields, two all-weather pitches and a private Health Club) are excellent.   
   
As well as our teaching staff we employ over 220 Non-Teaching Staff across the 
many departments, including Estates, Security, Housekeeping, Finance, Human 
Resources, Admissions and Marketing with a pervading sense of community 
amongst staff, students and parents alike.  
 



The Aims of the College  
 
Fettes College aims to nurture the individual while fostering a happy, well- 

ordered and caring community with strong family values at its core. 

To this end, we will do our utmost to ensure our students: 

• Receive the highest possible quality of education within a boarding 

environment 

• Feel safe, valued, have a sense of personal worth and are thoughtful and 

considerate of the needs of others, possessing a willingness to take on 

responsibility 

• Develop their self-confidence, integrity, emotional resilience, loyalty, 

good manners and humour, leadership skills and teamwork 

• Value a sense of community and service, and develop a clear sense of right 

and wrong, equipping them for life beyond Fettes 

• Are provided with equal opportunities regardless of gender, sexuality, 

ethnic origin or religion 

• Are encouraged to stretch and challenge themselves in everything they 

undertake 


