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The Admissions Officer will support the Admissions Manager in

delivering the admissions process for entry into St Joseph’s College,

from Nursery through to Sixth Form. The successful candidate will be

working as part of the Admissions, Marketing and Communications

team to maximise awareness of St Joseph’s College and provide a

personalised, warm and friendly admissions process to prospective

families.

The main purpose of the role is to deliver an effective and efficient

admissions process, in order to support the work to achieve St Joseph’s

recruitment targets; to handle all aspects of the College’s admissions

process with a view to maximising the number of enquiries, visits,

registrations and joiners. It is also the responsibility of the Admissions

Officer to ensure that the admissions database is up to date at all times

with the prerequisite information on prospective families.



St Joseph’s College is an independent school with Christian values that

gives students space to thrive. Being part of the St Joseph’s community

is a once-in-a-lifetime experience. We provide a stable foundation for

students and we take happiness very seriously.

At St Jo’s we support the intellectual, spiritual, physical and emotional

growth of every pupil. We firmly believe that children who thrive are the

happiest of all and this creates an environment that is inspirational for

staff as well as students.

An energetic and forward-thinking College, St Jo’s is a day and boarding

school for boys and girls aged 2-18 years.



8.30am to 5.00pm Monday to Friday year-round contract. This is a full

time, year-round role working 37.5 hours per week. There will also be a

requirement to work on some evenings and weekends in order to attend

events for prospective and current parents. The postholder will be

entitled to 23 days annual leave, plus bank holidays.

Pay Scale: £21,000 to £23,000 (depending on experience)

Reports to: Admissions Manager



The Admissions Officer reports to the Admissions Manager and will be

an integral member of the Admissions, Marketing and Communications

team, which comprises: Director of Admissions, Marketing and

Communications (DoAMC) Admissions Manager, International Liaison

Manager, International Liaison Officer, the Marketing Manager, Senior

Events Planner, Marketing Officer and Communications Officer.

There will be a good working relationship with other key constituents of

the College including the Teaching staff, Finance team, Administration

team, Senior Leadership Team (SLT) and MIS Manager. A critical

success factor of the post is the ability to build rapport with and

develop strong relationships on the phone and in person with

stakeholders.



The Admissions Officer will be an excellent team player with exemplary organisational skills, confident in communicating via email, telephone and
face to face. The successful candidate will be a strong multi-tasker, with an interest working with prospective families from first engagement
through the admissions process culminating in welcoming new families to St Jo’s. Experience in working with a school database system SIMS
and/or ISAMS would be an advantage.

Admissions

• Respond promptly to admissions enquiries via phone, email, via the website, or in person, sending relevant material / information and adding a
record on the admissions database.

• Follow up all enquiries by phone, email or letter in a timely fashion.

• Invite prospective parents on the database to admissions events such as Open Days and Snapshot mornings.

• Update prospective parents’ admissions status on the College’s database as families move from enquiry through visit to registration and
beyond, ensuring visit dates and noteworthy information gleaned is logged to facilitate personalised follow up.

• Ensure all relevant data is being captured. Work with the Admissions Manager to provide regular reports to evaluate the data that we have
captured.

• Book personal visits for families wishing to visit beyond the Open Day and Snapshot mornings, liaising with the relevant school parties to ensure
the visit meets the family’s need.

• Confirm visit details in writing and ensure relevant and up to date information is available to front of house and academic / pastoral staff
involved with the visits.



• Showcase the school to best advantage on personal tours using tour guides.

• Follow up visits, whether Open Day, personal or Taster events, in writing, thanking parents for coming and updating the database with new
families.

• Send out assessment / taster information to families, logging contact and status changes on the database.

• Build relationships with pre-school toddler groups and feeder schools.

• Stocktake Admissions literature and merchandise and work with the Marketing department to ensure that new stock is ordered.

• Report on leaving and joining students and seek references when required.

Event Management

• With the Admissions Manager and Senior Events Planner, organise events such as Open Morning, Information evenings and Snapshot mornings,
ensuring they are on-brand, highly targeted and delivering the desired outcomes. The role requires attendance at these events.

• Make the necessary preparations including assisting with all the pre-event planning, liaising with staff across the school and managing
relationships with suppliers and service providers (internal and external).

• Contribute to the on-day logistics of all events, attending to ensure they run smoothly and the school is showcased in the best possible light.

• Provide the Communications Officer with information about the events to aid their external promotion via media channels.

• Ensure that stakeholders and attendees are followed up, thanked or asked to feed back as appropriate.



Other responsibilities

• Take part in the College’s performance management process.

• Undertake relevant training as identified and agreed.

• Undertake other tasks as reasonably required by the DoAMC.

Strong administrative and literacy skills are required with the ability to proof read and check work to ensure precision and accuracy. Confidence in
personal interactions and communications on the phone and by email is a must. A clear, accurate and concise writing style is required.

This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.
It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the School in relation to the post holder’s
professional responsibilities and duties

St Joseph’s College, as an aware employer, is committed to safeguarding and promoting the well-being of children and young people as its number
one priority. Robust recruitment selection and induction procedures operate throughout the College and extend to services linked on its behalf.



Essential Desirable

Educational qualifications • A good standard of education with A-levels or Level 3 qualifications
• Commitment to professional development

• Educated to degree level

Experience • Experience of admissions in educational environment
• Experience of information management systems or 

CRM

Communication skills • High standard of spoken and written English, excellent telephone and 
face to face communication skills

• Good levels of numeracy
• Keen eye for detail and high level of accuracy, with a commitment to 

quality

• Experience of working in a customer facing role
• Adept at monitoring the current local, national and 

international competitors

Practical and intellectual skills • Interest in and understanding of the independent education sector
• Strong organisational skills and an ability to prioritise and manage 

multiple tasks simultaneously and meet deadlines

• An appreciation of the principles and practices of 
independent schools’ admissions processes

Disposition and attitude • Willing to attend Open Days and other College events including evening 
and weekend work

• Keen attention to detail and a high level of accuracy
• Able to multi-task and work well under pressure
• High level of personal presentation

• Willing to undertake some international travel if 
required




