
 
 

 

 
 
 

 
Francis Holland School Sloane Square is a highly sought-after, independent selective school for 
around 700 girls aged 4 to 18 (HMC and GSA).  There are around 165 Juniors and 550 Seniors, 
including about 125 in a fast-growing Sixth Form, with the school recently having grown from 
3 to 5 form entry in Year 7.  The School is located on a spacious site in a beautiful residential 
part of Belgravia, close to the Saatchi Gallery and many cultural institutions such as the Victoria 
and Albert Museum, the Science and Natural History Museums, the Royal Academy and the 
Tate Galleries.  The proximity to Imperial College offers us unparalleled access to lectures and 
support. 
 
The School has enjoyed some significant building developments in recent years to 
accommodate a dramatically increasing roll and our vision for creative learning for the real 
world.  Most recently, the Sixth Form has moved into a spacious and inspirational building 
called The Old School House, which forms a bridge with the local community and provides an 
exciting environment for young people to develop their entrepreneurial talents.   
 



Pupils come from all parts of London with many of the Junior School pupils choosing to stay for 
the Senior School.  Ours is a vibrant international community, and families from major cities 
abroad often seek places for their children here as a priority.  Each member of staff is involved 
in the pastoral life of the School, normally as a Form Tutor, and the care of the children is 
renowned and exceptional.  A team of counsellors provide constant support to the pupils and 
staff, reflecting our emphasis on supporting wellbeing.  
 
A very wide range of co-curricular opportunities is offered to the pupils, and all staff contribute 
to this vibrant dimension of the School.  Over sixty clubs and societies, outstanding music and 
drama opportunities and renowned art department are complemented by an exceptional 
sporting reputation which benefits from the superb facilities of nearby Battersea Park.  
Overseas trips and annual expeditions for all pupils build resilience and independence. The 
School has a distinctive emphasis on creativity and innovation, and all pupils learn to use their 
‘time, talent and treasure’ in the service of the local and wider community.  Volunteering and 
fundraising are strong, and all girls develop an understanding of social enterprise, with many 
setting up their own business ventures.  The School has several energetic partnerships, 
including a link school in Tanzania.  
 
Academic standards are consistently high throughout the School, placing it amongst the most 
successful schools in the UK.  On leaving, after A Levels, girls proceed to a wide range of 
prestigious higher education courses, sometimes after a gap year. 
 
The staffing ratio is generous and the School has its own attractive salary scale.  Free school 
lunch during term time.  Interest free travel loans are available for new appointments. 
 
APPLICATIONS 

Completed applications should be emailed to jobs@fhs-sw1.org.uk by 10.00 on Monday 25th 
July 2022.  Early application is advised.  Applications will be assessed in order of receipt, and 
interviews may occur at any stage after applications are received. 

 
The Trust is committed to safeguarding and promoting the welfare of children and young 

people and expects all staff to share this commitment.  Statutory checks including a satisfactory 

DBS certificate and references will be a requirement for this role.  This role is classed as 

regulated activity with children as it involves teaching, training or supervising children on a 

day-to-day basis and is exempt from the Rehabilitation of Offenders Act, 1974. 
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Assistant Registrar 
The Role 

 
The Assistant Registrar plays an important role in the successful marketing of the school, line 
managed by the Registrar, reporting into the Director of External Relations, and working 
closely with the Marketing Team. The post offers an exciting and varied challenge which 
includes the following responsibilities, but other tasks and requirements will arise according 
to need and changing market circumstances.  
 
This role is offered on a part-time basis and we can be flexible as to how these hours are 
worked. We are ideally looking for 25-30 hours per week, and these must be spread over 5 
days. We can consider applications on either a term-time only or a year-round basis.  
 

• Deputise for the Registrar as appropriate in all aspects of the admissions procedures 
from 4+ to 16+ {, with particular responsibility for deputising in respect of 4+ 
admissions / Occasional Place Applications} 

• Support the Registrar as required to: 
o maintain and update the online admissions platform, Open Apply, in terms of 

enquiries, bookings for events and online registration through to joining  
o assist parents and guide them through the online admissions process where 

necessary 
o assist with online registrations, where required 
o assist with communication for event booking through Open Apply for 

prospective pupils  
o assist with arrangements for assessment and scholarship interview days 
o assist with communication of offers, responses, waiting lists and acceptances  
o advise parents on the scholarship and bursary process in conjunction with the 

Bursary team 

• Support with key admissions events: 
o Open Mornings, Afternoons and Evening events for the Junior and Senior 

Schools  



o Offer-holder events  

• Pupil tours: 
o arrange tours for prospective pupils and parents, as requested   

• Provision of data from Open Apply, iSAMS and other databases (including 11+ results 
data) as requested by the Registrar or Marketing Team 

• Respond to all prospective parent enquiries by phone, email and via the online 
admissions platform 

• Work with the Marketing Team, to provide information to: 
o ensure the website is updated at all times and in line with the online 

admissions platform  
o populate event programmes and flyers 

 

• Liaison with feeder schools as required: 
o attending evening Prep school fairs   
o requesting 11+ references 
o arrange visits to new Year 7 pupils in summer 

• Communicate with parents and other schools about entry arrangements for individual 
pupils looking for occasional places 

o manage assessment arrangements including requesting references 
o liaise with academic staff to prepare entrance examinations and organise 

interviews   
o report to the local authority when a child leaves or joins at a non-transition 

time  

• Support with induction events for new pupils and preparing new pupil joining 
information  

• Attend occasional evening functions in School when prep schools or new pupils are 
involved 

• Other tasks to be specified that are associated with the varied nature of this role 
 
Personal Qualities 
 

• self-motivated and resourceful, with the potential to initiate ideas 

• ability to work under pressure  

• superb face to face interpersonal skills 

• confident and warm telephone manner 

• cheerful and enthusiastic team player 

• able to multitask 

• meticulously well organised and accurate 

• excellent attention to detail 

• able to prioritise 
 
Essential Skills 

• Excellent IT skills including confident use of MS Office - in particular mail merge and 
manipulating data in Excel 

• Excellent written and verbal communication skills with accurate spelling, grammar and 
punctuation   

 
Desirable Skills 



• Experience of online platforms and databases   

 

 

Salary 

Expected to be circa £28-£33k FTE. For 30 hours per week, 52 weeks per year this would be 

an actual salary in the range £22400-£26400. 

Terms of Employment and Benefits 

• Full time staff receive 30 days holiday, including 5 days to be taken over the Christmas 
period, plus bank holidays. This will be pro rata for part-time staff.  

• Hours of work are 25-30 hours per week. We can be flexible as to how these hours are 
worked but they must be spread over 5 days. We are willing to consider applicants who 
wish to work 52 weeks per year, as well as those who wish to work term-time only.  

• Free school lunch is available onsite during term time. 

• Interest free travel and computer purchase loans are available. 

• The Trust offers a Stakeholder Pension Scheme with generous employer contribution 
levels (6% during probation with the option to increase to 13.5% after six months). 

• Employee rewards hub providing discounts for shops, cinemas and gym membership 

• An Enhanced Disclosure and Barring Service (DBS) check is required as well as other 
safeguarding checks including references. 

Start Date 

We are looking for someone to start as soon as possible, ideally in September 2022. 

 

 


