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Dear Candidate, 

Thank you for expressing an interest in the post of Admissions Registrar at The Maynard School in Exeter. 

This is a challenging role that will suit an experienced and friendly team player looking to make a difference 

to our warm, talented and successful community. In order to make sure that we are the right fit for you, 

allow me to enlighten you further about our wonderful school although, of course, a fuller picture can be 

found on our website www.maynard.co.uk. 

Founded in 1658, The Maynard is the oldest girls’ school in the country and we pride ourselves on a unique 

blend of tradition mixed with innovation and forward thinking. We are an academically selective school and 

year-on-year we are the leading independent girls’ school in the South West according to both GCSE and 
A-level league tables, as well as the top achieving independent school in Devon. 

Class sizes tend to be smaller than average throughout the school and we place a heavy emphasis on the 

importance of pastoral care. We relish the fact that we know each and every student individually which, in 

turn, allows us to support and nurture them through the very strong staff/pupil relationships we can form. 

“It’s the warmth of the relationship that makes all the difference,” noted the Good Schools Guide during 
their last visit. “And the laughter. Relationships between students and staff are supportive, humorous yet 

entirely professional.” 

 

 

http://www.maynard.co.uk/


 

 

 

 
 

 

However, a Maynard education isn’t just about academic achievement and we pride ourselves on our all-
round, holistic education. Our sporting calendar throughout the year is packed with events, clubs, fixtures 

and competitions and we are seasoned national campaigners across the school for hockey, netball, 

basketball and athletics; our Art Department is so good we are often mistaken for a specialist art school by 

visitors to our exhibitions; Drama and the Performing Arts play a key role in the day-to-day life of The 

Maynard – over half of our girls play an instrument, we boast 10-12 drama productions each year 

(including the biennial staff play) and our choirs are regularly booked to perform at outside venues, such is 

their reputation. 

Our co-curricular programme plays a vital role in developing skills and prepares our students for adult life. 

Each week we host over 60 varied clubs during the extended lunch break or after school; we have an 

outstanding record in the Duke of Edinburgh’s Scheme; our Ten Tors teams excel every year; the MUN 
love a decent debate on far ranging topics and our Young Enterprise team regularly win the top regional 

prizes for their innovation and sustainable designs. All this in addition to supporting a huge network of girls 

achieving some remarkable personal endeavours in their own time! 

Such is our considerable reputation that our pupil numbers are buoyant at over 470 and we always attract 

huge attendances to our open events and great interest in our scholarship and Maynard Awards offerings.  

We are looking for an exceptional candidate to fill the position of the Admissions Registrar and, in return, 

we offer a wonderful student and parent body, talented and committed staff, a collaborative working 

environment and a hugely supportive network in which you will feel valued and can thrive.  

Thank you, once again, for showing an interest and, if you do decide to apply, I look forward to receiving 

your application. 

Yours faithfully, 

Liz Gregory 

Headmistress 

 



 

 

 

 

 

JOB DESCRIPTION & PERSON SPECIFICATION 
 

The Maynard School is an outstanding independent day school for girls and has approximately 470 pupils 

on roll from aged 4 to 18. About 10 -15 of these students are from overseas on a Child Student Visa and live 

with host families.  

The role of Admissions Registrar requires the successful candidate to be responsible for all aspects of pupil 
recruitment and admissions into the school, both from within the UK and from abroad. We are looking for 
someone who has excellent customer service and communication skills; good experience with the use of 
Microsoft Office and also experience of using a database programme; the ability to prioritise strategic tasks 
whilst carrying out the department administrative tasks; the ability to work as a team member with all 
members of the school community is also essential.  

 

 



 

 

 

 
 

 SPECIFIC QUALITIES REQUIRED 

- A courteous and welcoming manner under all circumstances 

- The ability to build strong and effective relationships with both colleagues and prospective parents 

- Excellent communication skills 

- Enjoyment of teamwork 

- Experience of database management (iSAMS training will be provided) 

- A high standard of working knowledge of Excel, Word and Outlook to include diary management 

- A high degree of accuracy with attention to detail 

- A flexible approach with a willingness to adapt to the changing demands of school life and to the 

challenges and changes of the recruitment market 

- Educated to degree level (or equivalent) 

- Knowledge of (and experience of working in) the UK education system 

- Ability to work with sensitive and confidential data with discretion  



 

 

 

 
 

 

 HOURS OF WORK 

- 40 hour working week (0800-1700 with an hour for lunch)  

- Work occasional evenings and weekends when required for marketing and admission events such as 

Open Mornings, School Fairs and recruitment events (approximately 8 events per year) 

- 52 weeks per year on a permanent contract 

- 25 days holiday (not including Bank Holidays) to be taken in school holiday time unless alternative term 

time dates are specifically authorised by the Headmistress  

- TOIL can be agreed but must be negotiated directly with the Headmistress prior to accruing on each 

occasion and must not exceed more than 5 days in total   

 



 

 

 

 
 

   KEY TASKS 

 

 To lead and execute an efficient and welcoming Admissions Team for the entire school from 

Reception to Sixth Form: 

- To be the first point of contact for prospective parents and build a strong relationship with them 

throughout the admissions process: 

o Efficiently, appropriately and promptly manage requests for information received by 

website, email, telephone, post or in person 

o Follow up all enquiries with further invitations and information where appropriate, providing 

advice and support for prospective parents 

o Maintain links with parents who have accepted a place for their child, prior to the point of 

physical admission 

o Keep leads warm whilst liaising with key staff members to give prospective parents a 

positive first impression.  

o Reactivate leads when cold. 

 

- Liaise closely with Overseas Agents and Child Student Visa Consultants to ensure the smooth 

transition of the admissions process for overseas pupils. Prepare and assign CAS’s following UKVI 
regulations subject to oversite from the Headmistress. Maintain contact with pupils once enrolled, 

and act as a link throughout the duration of a pupil’s stay. 
 

- Organisation and implementation of visits, Taster Days, Moving Up Days, tour guides, meetings for 

new parents, entrance tests (in liaison with the Headmistress, Senior Leadership Team, Heads of 

Year, Heads of Subject Departments and SENCo as appropriate).  

   

- Compilation, establishment and maintenance of efficient and effective systems to include 

admissions correspondence, reporting systems and methods. Ensure all records are accurate and 

correspondence is well presented and up-to-date. 

 

- Organise the acquisition of relevant SEND and Safeguarding information for all new entrants prior 

to their arrival, liaising with SENCo about provision. 

 

- Administer the delivery of the annual Scholarship and Awards process for both internal and external 

applicants as well as other fee assistance programmes. 

 



 

 

 

  

 

 KEY TASKS continued … 

 

- To maintain accurate admissions records throughout the admissions process on RS Admissions and 

iSAMS. 

 

- To record exam results, Sixth Form options, GCSE options and previous school histories for new pupils, 

working alongside the Director of Studies. 

 

- To compile, utilise and deliver weekly reports from RS Admissions to the Headmistress to monitor the 

ongoing trends, statistics and pupil forecast numbers through to final acceptance. 

 

- To maintain the ISC and DfE admissions register to include all admissions and leavers information.  

 

- To adhere to the school’s GDPR regulations regarding transfer of sensitive information.  

 

- To work closely with the Bus Coordinator to assign new pupils to their chosen routes. 

 

- Responsible for reporting pupils that leave and those that join the school to the DCC/ Local Authority, as 

required. 

 

- To arrange and implement the Sixth Form Entrance Interviews with the Director of Sixth Form. 

 

- To line manage the Admissions Assistant who works alongside the Registrar on a part-time basis. 

    

- Assist the Admissions Assistant during high volume work periods in the administration of new registration 

forms, reference requests, compilation of template letters, payment records, filing, maintenance of 

prospectus packs and welcome packs to ensure an efficient and timely contact period is maintained.   

    

- Regularly review own practice, set personal development targets and take responsibility for their own 

continuous professional development such as Child Student Visa Training, AMCIS Seminars etc. 

 



 

 

 

 

 

 MARKETING LINKS: 

 

- Alongside the Marketing Department and teaching staff, assist with the planning, organisation and 

facilitation of all recruitment related events including Discovery Mornings, Open Mornings/Evenings, 

Taster Days, Moving Up Days and new parent social events. 

 

- Work closely with, and support, the Marketing and Communications Manager in all aspects, to include 

the reviewing and adapting of recruitment procedures to meet demand. 

 

-  Maintain close links with feeder schools. 

 

- To undertake any other reasonable duties as requested by the Headmistress and Marketing and 

Communications Manager. 

 

 

 

 



 

 

 

 
 

 

 

 

 

 

 

 
 

 

 

TERMS OF APPOINTMENT 

  

Salary: Circa £30,000 - £32,000 

(depending on qualifications and 

experience). 

 

Fee remissions for the children of the 

successful applicant who meet the 

entry criteria. 

 

 The appointment of the successful 

 candidate will be provisional subject 

 to the satisfactory completion of all 

 pre-employment checks required in 

 schools, including three satisfactory 

 references, an enhanced DBS 

 disclosure, the receipt of satisfactory 

 reference, plus sight of relevant 

 original ID documentation and degree 

 (or equivalent) certificate(s).  

 

 References may be taken up in 

 advance. If you do not wish 

 references to be called at this stage, 

 please make that clear on the 

 reference section of the application 

 form. 



 

 

 

 
 

 

THE APPLICATION PROCESS 

Applications are invited for the post of Admissions Registrar at The Maynard School, Exeter and an 

application form can be downloaded from the school’s website – www.maynard.co.uk 

In order to apply, please submit an application form and a comprehensive curriculum vitae with a covering 

letter setting out the reasons for your application to: recruitment@maynard.co.uk 

Please also include current salary details and the names and addresses of three referees, one of whom must 

be your current or immediate past employer.  

 

The closing date for applications is: 

9am on Tuesday 30 August 2022  

 

Interviews will take place: 

Week commencing Monday 5 September 2022 

 

PERSONAL DATA 

In line with GDPR, we ask that you do NOT send us any information that can identify children or any of your 
Sensitive Personal Data (racial or ethnic origin, political opinions, religious or philosophical beliefs, trade 
union membership, data concerning health or sex life and sexual orientation, genetic and/or biometric data) in 
your CV and application documentation. Following this notice, any inclusion of your Sensitive Personal Data 
in your CV/application documentation will be understood by us as your express consent to process this 
information going forward. Please also remember to not mention anyone’s information or details (eg. 
referees) who have not previously agreed to their inclusion. 
 

The Maynard School is committed to the safeguarding of all young people and child protection screening is 

applied to all posts. 

 

 

 

http://www.maynard.co.uk/
mailto:recruitment@maynard.co.uk


 

 

 

 
 

 

 

 

 

 


