
 

 

 

 

 

 

 

 

Applications are invited for the post of  

REGISTRAR 

Required for September 2022 or earlier 

 
THE POST 
 
We are seeking to appoint an experienced and proactive Registrar to be responsible for 
leading and managing the admissions team and all aspects of admissions across the whole 
school. The successful candidate will ensure an efficient and effective admissions process 
for prospective parents from first contact to final entry of the pupil to the School. 

The role will be for 37 hours a week, which will be worked all year round. The 
position will attract an annual salary of up to £40,025 depending on experience and 
this will be enhanced by the School’s generous staff benefits package. 
 

THE DEPARTMENT 
 
The Registrar will lead the setting and delivery of the Admissions Office objectives and 
targets in line with the Admissions policy and strategy. They will manage the Admissions 
Administrator of the Pre-Prep and Junior School and the Senior Administrator of the Senior 
School (including Sixth Form) to ensure that all tasks are performed in a timely and efficient 
manner. 

The role of Registrar is a vital component of the life this busy and very successful school and 
arises at an exciting time for King Edward’s.  Working closely with the Headmaster and other 
senior colleagues, the new Registrar will play a key part in building on that success as the 
School enters the next ambitious phase in its history. 
 
 
 
 



JOB AND PERSON SPECIFICATION 
 
 
Employment Status: Permanent full-time  

Working Pattern: 37 hours per week Monday to Friday and occasional weekend and evening 
working for which time off in lieu will apply.  

Annual Salary: A38 (£38,313) to A40 (£40,025) 

 

Responsible to:  

Line managed by the Assistant Head (Events, Communications & External Relations) and the 
Bursar & Chief Operating Officer, who has overall responsibility for support staff. Ultimately 
responsible to the Headmaster, with whom the Registrar works closely. 

Responsible for: 

Leading and managing the Admissions Team and all aspects of admissions across the whole 
school. They will ensure an efficient and effective admissions process for prospective parents 
from first contact to final entry of the pupil to the School.  

Main Responsibilities:  

The Admissions Office is central to the success of the School and the Registrar will be 
responsible for ensuring that King Edward’s recruits to its ideal capacity across all year groups 
with pupils of potential who are likely to thrive in this academically selective, co-educational 
setting. The Registrar will need to liaise effectively with key stakeholders, including, 
prospective parents and pupils, teaching and support staff, current pupils, the Senior 
Leadership Team, and Registrars from other local schools.  

The Registrar, in consultation with the Headmaster, will lead the strategy to ensure healthy 
pupil numbers and deliver the efficient organisation and running of all recruitment events 
including entrance assessments, Special Talent Awards, interviews, tours of the school and 
events such as Open Evening and Open Day. The Registrar will monitor and maintain a full and 
accurate record of all enquiries and relevant data to inform management decisions, forecasting 
and marketing initiatives.  

The Registrar will liaise regularly with the Heads of the Pre-Prep, Junior and Senior Schools to 
plan, update, report on recruitment matters and will build and maintain excellent relationships 
with feeder schools and nurseries (local, national and international). 

Detailed responsibilities of the post holder: 

 Overseeing the day-to-day running of the Admissions Office, being responsible for its 
efficient and effective operation and reviewing processes and procedures. 

 Managing, directing, and overseeing the training and professional development of the 
Admissions team. 



 Reporting regularly to the Headmaster, developing and refining the Admissions 
strategy, reporting on pupil numbers, waiting lists, communications to be sent and 
planning ahead. 

 To be the key front “face of the School”, meeting and greeting prospective parents and 
pupils, arranging tours and communicating the key advantages of King Edward’s to 
prospective parents, working closely with the Admissions Administrator, and Heads of 
the three schools. 

 Responsibility for maintaining an accurate database (SIMS) of names and contact details 
of current students/parents i.e. dealing with house moves, changes to personal 
circumstances, leaving dates etc. 

 Overseeing the entire prospective parent/pupil journey from enquiry to final entry, 
ensuring the delivery of an engaging, first-class experience. 

 To be become familiar and efficient with the School’s admissions database (SIMS) and 
admissions software (Applicaa).  Overseeing the Admissions Team to ensure the 
accurate and effective capture of all relevant data, statistics and information to produce 
forecasts of pupil recruitment and retention for the Headmaster and Bursar and to 
inform Marketing campaigns. 

 Reviewing, developing and implementing professional, warm communications to 
prospective parents at every touchpoint in the admissions process. 

 Working collaboratively and supportively with the Marketing department and Alumni 
Relations Manager providing data and insights to direct future marketing campaigns and 
advertising. 

 Overseeing and attending all recruitment events in and out of school.  
 Liaising closely with the Bursar’s office in all matters relating to fees, projections and 

admissions-related financial matters. 
 Managing occasional Student Visa applications, supported by Admissions 

Administrators and the Bursarial department. 
 Working with and becoming familiar with the online application process using Applicaa 

and oversee its use (alongside the Admissions Administrators) for communication to 
prospective parents, data collection, tours, interviews, school references and review 
other potential processes and procedures. 

 Overseeing all enrolment activities including entry into the Pre-Prep, Junior School and 
Senior School (including Sixth Form), Induction events, tours, interviews and Senior 
School Taster Days.  

 Liaising with the relevant teaching staff and Marketing department to produce and 
collate New Parents’ Handbooks, newsletters and any other agreed pre-admission 
information. 

 Working with the Assistant Head (Events, Communications and External Events) and 
the Admissions Office to organise Entrance Examinations for all pupils applying for a 
place. The majority of applicants for Years 3, 7 and 8-10 will take an exam or 
assessment in January, but increasingly, pupils may also sit assessments throughout the 
year and the Registrar will need to ensure that the correct processes and procedures 
occur, with efficient communication to all involved – teaching and support staff, 
prospective parents and the head teachers of the three schools. 

 Liaising with the Assistant Head (Events, Communications and External Relations) in any 
outreach work – maintaining and developing strong links with known local feeder 
schools and looking for opportunities to establish links with other schools. 

 Overseeing (helping to plan, producing registration lists and other administrative tasks) 
and attending all recruitment events to ensure the smooth running of them. These will 



include New Pupils and Parents’ Evenings, Open Events, Activity Morning, Teach-In, 
Main Entrance Examination days and representing the school at other schools’ 
recruitment fairs. This will involve a number of Saturdays during the year, as well as 
some evenings. 

 Liaising with the School’s supplier of uniform and Games kit for their representation at 
key Open Events and Induction Evenings. 

 Overseeing the Special Talent Awards process for Year 7 pupils, working with the 
Senior Admissions Administrator and relevant Heads of Department. 

 Liaising with the Headteachers and relevant Admissions Administrators, overseeing the 
production of offer letters for pupils, other communications with prospective parents. 

 Overseeing all admissions related publications and communications e.g New Parents’ 
Handbooks, Entry Guides etc in consultation with the relevant staff and the Marketing 
department. 

 Overall responsibility for the quality of standard letters and other written 
communications from the Admissions Office. 

 Working with the Admissions Administrators to ensure that all touchpoint opportunities 
are actioned and maximised e.g., all enquiries and visits are followed up with phone 
calls, email and the relevant on-going admissions information.  

 Managing and optimising waiting lists, setting clear directions to enable the effective 
and optimal filling of the School and the accurate upkeep of records. 

 Liaising with prospective parents regarding their queries via phone or email when 
appropriate. 

 Eliciting feedback from prospective parents, non-joiners and feeder schools to inform 
future admissions strategies and action plans. 

 Working with the Marketing department and Alumni Relations Manager to ensure a 
cohesive external relations approach to plan and organise recruitment events and 
effective marketing strategies eg Activity Morning, Open Day. 

 Contributing to the updating and development of the admissions pages of the website 
in consultation with the Marketing department. 

 Supporting the School’s aim to encourage applications from pupils from a wide range of 
backgrounds in an inclusive manner. This forms part of the outreach work. 

 Developing and maintaining a full understanding of target audiences and the dynamics 
of the marketplace. 

 Liaising closely and co-operating with senior colleagues across all teaching and non-
teaching colleagues on all admissions-related matters. 

 Being well informed about the School’s academic and co-curricular offer and the 
working of the School. 

 Understanding and supporting the aims and ethos of King Edwards’s and reflecting this 
to key stakeholders, in particular prospective pupils and parents. 

 Any other reasonable request made by the Headmaster, Head of Junior or Head of Pre-
Prep to support the recruitment and retention of pupils at the School. 

The above list is not exhaustive but summarises the key roles to be performed and other 
duties may be required and directed by the Headmaster or one of his Deputies. A willingness 
to respond supportively to changing circumstances and/or the changing needs of the School 
is part of working in a school environment and is expected of the postholder. 
 
 



STAFF BENEFITS  

All staff are welcome to a free school lunch during term time and refreshments and have 
access to free parking. Staff are also invited to use the sporting facilities and gym (when not 
in use by pupils), to access the School library and to attend school productions. School fee 
discount is available and there is also an established long service benefits package, including 
extra 5 days holiday after 10 years of service. 

PENSION SCHEME 

Automatic enrolment into the KES Support Staff Personal Pension Scheme with Employer’s 
Contribution of 6% of salary, to be matched by 2% Employee contribution.  

DBS CLEARANCE 

All appointments are made subject to satisfactory DBS clearance.   The suitability of all 
prospective employees or volunteers will be assessed during the recruitment process in line 
with this commitment. 

HOLIDAY ENTITLEMENT 

There will be an initial entitlement to 25 days holiday plus 3 statutory days (taken over the 
Christmas period) plus 8 Bank Holidays per year. 

SAFEGUARDING 

All staff are in a position of trust and have a duty to keep children and young people safe and 
to protect them from neglect and physical and emotional harm.  This duty is in part exercised 
through the development of respectful caring and professional relationships between staff, 
children, and young people. Staff are expected to be familiar with the local child protection 
arrangements and understand their responsibilities in order to safeguard and protect children 
and young people. 
 

 
APPLICATION PROCEDURE 
 
This closing date for this senior role is 8.30am on Monday 13 June 2022, with interviews 
being held within a fortnight of the closing date. 

Further details and an application form can be obtained from our website or from the 
School’s HR Department at HR@kesbath.com  
  
Please note that we are unable to give feedback to applicants not invited for interview.  
  

mailto:HR@kesbath.com


PERSON SPECIFICATION 
 

Qualifications & Knowledge Essential Desirable 

A good academic record, ideally educated to degree level 
or equivalent 🗸  

Excellent literacy and numeracy skills and a sound 
command of written English 🗸  

The ability to learn new systems (such as Applicaa for 
online applications, data collection and communications), 
to extract relevant data and seek to improve/refine the 
reporting information. 

🗸  

An understanding of good data management practice e.g., 
Data Protection  🗸 

Experience Essential Desirable 

Significant experience of working in an administrative 
environment 🗸  

An understanding of the principles and practices of 
recruitment and admissions in an Independent School 🗸  

Advanced IT skills including thorough knowledge of 
school admissions databases/software such as SIMS. A 
proven understanding of, and the ability to interpret, 
databases and their use in customer relationship 
management. 

🗸  

Familiarity with social media platforms and how they can 
influence and shape Admissions strategy 🗸 

 

Experience of working in a customer focused 
environment, ideally with experience of organising 
corporate events 

 🗸 

Personal Qualities Essential Desirable 

Professional and smart appearance 🗸  

Excellent communication and interpersonal skills the 
ability to deal confidently with a variety of individuals, 
including senior level management.  

🗸  

Excellent time management skills, meticulous attention to 
detail, and be able to prioritise. 🗸  

Able to switch effectively between detailed administrative 
processes and delivering an engaging “front of house” 
outstanding customer experience. 

🗸  

Excellent customer care and sales skills; enthusiasm, 
approachability and a collaborative ‘can-do’ attitude – 
able to put visitors at ease  

🗸 
 

A team player, who can work well under pressure and 
direct and motivate others in the Admissions 
Team/Office. 

🗸 
 

Able to think strategically and demonstrate initiative. 🗸  



The capacity to develop quickly and to maintain a working 
knowledge of the relevant policies, systems, protocols and 
procedures within the School. 

🗸 
 

Warmth in relationships with adults and children alike 🗸  

Ability to maintain confidentiality and to approach all 
confidential matters with discretion, sensitivity, and 
diplomacy. 

🗸 
 

Be able to demonstrate energy and enthusiasm and have 
a good sense of humour; yet remain calm in a crisis 🗸  

High standards of personal integrity and honesty 🗸  

Be punctual and reliable 🗸  

A positive attitude to continuous professional 
development 
by attending regular training as provided by the school 
and in accordance with own training needs for 
revalidation 

🗸 

 

Empathy with the aims and purpose of an independent 
school, and in particular King Edward’s School, Bath 🗸 

 

 
 


