
 

 

 

 

 

 

 

 

 

 

 

 

Queen Anne’s School 

 

Appointment of 

 

Admissions Officer 

Full time / All Year Round 

 

Applications should be marked ‘Private and Confidential’  

 

  



 

 

 

Job Description  

Post Title  Admissions Officer 

Reporting to  Head of Admissions 

 

Queen Anne’s is one of the country’s leading independent boarding and day school for girls aged 

11 to 18 years.  

 

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. Applicants will be required to 

undergo child protection screening appropriate to the post, including checks with past employers 

and the Disclosure and Barring Service (DBS). Queen Anne’s School is an equal opportunities 

employer. 

 

About Queen Anne’s School 

Queen Anne’s is an inspirational day and boarding school for girls aged 11-18 set in 35 acres in 

the heart of Berkshire with easy access to London. Founded in 1894, the school is steeped in 

history and tradition and is known for its pioneering education that prepares girls for the challenges 

of the modern world. The school is part of the United Westminster Grey Coat Foundation that was 

founded in 1699 in Westminster as the Grey Coat Hospital.  

 

From the Sixth Form centre that could be mistaken for Google offices, to the careful support of the 

wellbeing programme, this girls’ day and boarding school is breaking down barriers and 

revolutionising the way that teenagers are taught, deploying the latest educational neuroscience 

research. Every girl is inspired to explore and enjoy her individuality, free from gender-stereotypes, 

in a safe environment that champions excellence and deep creativity.  

 

A three-time recipient of the prestigious Microsoft Showcase Schools Award for its extensive 

digital teaching and learning, Queen Anne’s is also known for its exceptional ‘value added’ with 

students achieving on average 1.5 grades better than expected at GCSE.  

Offline, and the school is known for its performing and creative arts offering. It boasts a state-of-

the-art music centre; outstanding art, design, animation, and ceramics provision; plus, a 250-seat 

theatre and a thriving dance department. 

 

Further details about the school are available on our website at www.qas.org.uk  

 

http://www.qas.org.uk/


 

 

Admissions 

The Admissions Department’s function is to attract pupils to Queen Anne’s and to respond to 

enquiries from parents who may wish to consider enrolling their daughter at the school. Entry to 

Queen Anne’s is available at 11+, 13+ and Sixth Form and in other year groups if places are 

available.  The Head of Admissions and her team looks after parents and girls from the first point 

of contact to their attendance at Open Mornings, taking the Entrance Examination and Scholarship 

Assessments, New Girls’ Day, Fun Days, Taster Days and Boarder Taster Weekends. 

 

At Queen Anne’s School, we seek to assess each girl on an individual basis.  

 

Scholarships and Bursaries 

Queen Anne’s School offers Scholarships for entry at 11+, 13+ and Sixth Form based upon merit 

to encourage the promotion of excellence across all aspects of the school’s life. 

 

The School offers Bursary assistance to parents of girls entering the School where prospective 

parents would otherwise not be able to send their daughters to Queen Anne’s. Uniform grants are 

also available for parents of girls entering the School. Our aim in offering this assistance is to 

increase access to independent education. The School may also offer financial support to parents 

of girls already at the school whose financial circumstances worsen unexpectedly. All applications 

for Bursaries are considered on the basis of individual circumstances and are means-tested 

 

The Role 

This is an exciting time in the school’s development. Pupil numbers are very buoyant and the 

number of applications received has remained consistently strong in recent years. The Admissions 

Officer will bring experience, knowledge and initiative and s/he will play a key role in assisting the 

School’s further development objectives along with the Admissions team.  

 

The Admissions Officer is responsible for ensuring that admissions processes into Queen Anne’s 

at all ages are administered efficiently, with due regard to legal process. The Admissions Officer 

will maintain a constant turnaround of expressions of interest, applications, testing and interviews 

throughout the year. The Admissions Officer will play a key part in assisting the Head of 

Admissions with the planning, preparation and execution of key admissions-related public events, 

such as Open Mornings, Taster Days and New Girls’ Day. The Admissions Officer will provide 

regular weekly updates to the Head of Admissions on all aspects as listed above. 

 



 

 

The expectation is that the Admissions Officer will be able to handle multiple responsibilities and 

ensure that systems and process meet the strategic goals of the Headmistress and Head of 

Admissions. 

 

The Admissions Officer is expected to have a whole school approach and ensure that s/he 

understands the importance of school events in relation to termly activities. S/he will also be 

expected to attend whole school events to gain a thorough understanding of the academic and 

pastoral experiences that girls can expect when coming to Queen Anne’s. 

 

Working hours will be from 9.00-5.00 with half an hour lunch. 

 

A full Induction and training programme will be implemented for the successful candidate and 

ongoing reviews will be offered to support the role.   

 

Key Duties 

• S/he will be responsible for co-ordinating all aspects of registration and admissions 

processes throughout the School and ensure administrative tasks are dealt with by the 

Admissions Assistant in a timely effective manner. 

• Scholarship administration and co-ordination. 

• Student assessment. 

• Maintain and build relationships with UK feeder and prep schools, with regular 

communication by phone, email or in person. 

• S/he will have a direct, hands-on dealing with UK applications and international 

recruitment.  

• S/he will support the Head of Admissions with all recruitment and deal with all appropriate 

administration and will manage the department in the absence of the Head of Admissions.  

• S/he will primarily be the first person to respond to overseas enquiries and will be 

responsible for visa applications. 

• S/he will provide a personal (phone based) approach to follow up post key events 

including Open Mornings, Taster days, parent visits etc 

 

Admissions and Registration 

• Taking responsibility to be the point of contact for all families looking for boarding day 

places, nurturing and establishing relationships in a timely manner.   



 

 

• Working closely with the Head of Admissions and the Head of Marketing and 

Communications to ensure that open days, parental visits, taster days and other events 

are positive, enjoyable and informative experiences for all concerned.  

• Providing support to the Head of Admissions to ensure that the School’s admissions 

practices and procedures are up to date, compliant with all relevant regulations and 

effectively implemented 

• Overseeing, co-ordinating and managing the work of the Admissions Assistant to ensure 

clear and effective communication and the consistent application of the admissions policy 

and procedures throughout the School. 

•  Ensuring that all necessary pupil records and notes are kept up to date on Schoolbase, 

including SEN and medical information, and ensuring compliance with the School’s policy 

on data protection.  

• Working with the Head of Admissions to provide up to date data on pupil numbers at all 

entry points to reach the annual objectives that the School sets.  

• Maintaining a regular analysis of admissions statistics and trends and producing relevant 

tracking data.  

• Analyse incoming family data and track data to establish key feeder schools. 

 

Marketing and communications  

The Admissions Officer will work closely with the School’s Marketing and Communications Team 

with the aim of:  

 

• Maintaining and developing active links with other schools by attending exhibitions, 

conferences and other events relating to recruitment  

• Contributing to the School’s marketing thinking, strategy and initiatives.  

• Working with the marketing team to ensure that all promotional material is current, up to 

date and relevant. 

• To work with the team to actively initiative new ideas and material on the website to 

promote the School.  

 

Administrative systems and procedures  

• Following the necessary training, the Admissions Officer will be expected to understand 

fully the Schoolbase system and use it to the fullest capacity. 

• Following such training as may be necessary, the Admissions Officer will be expected to 

work confidently in completing the UKVI Tier 4 visa regulations, to keep abreast of changes 



 

 

and developments as these come into effect, and ensure that the School’s policy and 

procedures are fully compliant with the latest regulations.  

• The Admissions Officer will assist the Head of Admissions for ensuring that the School’s 

electronic Admissions Register is fully completed, fully up to date, and fully compliant with 

the latest regulations.  

 

All employees are required to assist the School where necessary in applying UK Border Agency 

policy with regard to overseas students. These duties include giving information, when requested, 

to allow records to be kept on pupils' visas and attendance, as well as other matters. 

 

Note: This job description is not a comprehensive definition of the post. It will be reviewed as part 

of the cycle of appraisal, and it may be subject to modification or amendment at any time after 

consultation with the holder of the post. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

PERSON SPECIFICATION 
 

Job Requirements: Essential: Desirable: 

Experience/Qualifications • Experience of working within a school 
or educational establishment. 

• Experience of working fully with all 
departments  

• High level of personal presentation 

• Proven experience of working in a 
general administrative role including 
effective use of processes. 

• Excellent IT skills particular within a 
Management Information System, 
Word, Excel, Outlook, Mail Merge and 
data information  

• Driver/ own vehicle 
 

• Experience of event 
management. 

• Some experience of 
marketing. 

• Experience in international 
recruitment 

• Experience of UKVI Tier 4 
administration 

• Experience of the 
Independent School Sector 

Knowledge/Skills • Excellent communication skills. 

• Ability to manage and prioritise 
workloads. 

• Meticulous attention to detail. 

• Ability to plan ahead and work within 
agreed timeframes. 

• A good understanding of 
confidentiality, data protection and 
safe record keeping 

 
 

Personal Attributes • Self-motivated; ability to demonstrate 
initiative and be proactive. 

• Calm; works well under pressure. 

• Resilience 

• Team-player; the ability to work and 
commit to the team and support each 
other 

• Motivated. 

• Flexible approach with a willingness to 
work some weekends and evenings at 
key identifiable points in the 
Admissions year 

• Honesty, reliability and commitment 

• Be committed to a boarding school 
ethos. 

• The desire for excellence in all areas. 

 
 
 
 
 
 

• A First Aid qualification 

• Ability to drive a mini bus. 

 

Outline Pay and Conditions 

A competitive starting salary will be offered in accordance with experience and qualifications.   

 



 

 

The school campus provides an attractive environment.  Members of staff benefits include Pension 

Scheme, School fee reduction where appropriate and excellent training and Inset opportunities. 

Members of staff have the opportunity to use the school sport and leisure facilities.   

 

The appointment will be conditional on a satisfactory enhanced DBS disclosure and the person 

appointed will be required to work in accordance with the School’s Policy for Child Protection. 

 

The Application Process 

Please supply a completed application form and a letter detailing why you should be considered 

for this role along with a current CV addressed to: 

 

Mrs Judith Tremayne 

HR Manager 

Queen Anne’s School 

Henley Road, Caversham 

Berkshire, RG4 6DX 

 

Alternatively, please email hr@qas.org.uk  

 

 
 

mailto:hr@qas.org.uk

