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CHELSEA





JOB PROFILE:  Registrar and Marketing assistant, The Hampshire School
	Job title:  
	Registrar and Marketing Assistant


	Reports to:  
	Senior School Administrator, The Hampshire School


	Location:
	The Hampshire School, 15 Manresa Road, Chelsea, London, SW3 6NB



	Remuneration:
	NJC Point 28 - 32 £24,964 to £28,485



Hours: 

8:00am – 4.30pm, Monday to Friday* – 30 minute unpaid lunch break 
*There are occasions when other events scheduled for evenings or weekends require you to work outside of these hours. Either remuneration or time off in lieu will be provided at the discretion of the Headmaster.
Terms:                Full-Time, 25 days annual leave plus bank holidays.*
* All holidays are to be agreed with your line manager in advance. 
Liaison with:  Executive Principal, Headmaster, Senior Leadership Team, all teaching and non-teaching staff. 
External liaison: Current and prospective children and parents. 
Free lunch when school is in session.

PURPOSE OF THE JOB: 

Working with the Executive Principal, the Head Teacher and senior leadership team, the Registrar will aim to achieve GEMS Education objectives, driving the growth of enrolments in line with school strategy in order to meet and, wherever possible, exceed enrolment targets.  
The post-holder will act as a key contact for all marketing enquiries from staff, external companies and individuals.  The Registrar will be primarily responsible for supporting the Head Teacher to promote The Hampshire School in the recruitment of pupils by offering the best pupil and parent admissions experience.
In addition to this, the Registrar will work closely with the Head Teacher and GEMS Education to deliver school marketing campaigns.  The Registrar will also develop relationships with corporate companies and international relocation agents in order to increase enrolment opportunities for the school.
PRINCIPAL ACCOUNTABILITIES 
· 
Maintain an accurate record of all places available at the school and an up to date waiting list that details children who wish to be enrolled and have passed any necessary assessments.  
· 
Meet with prospective parents; explain admission procedures, curriculum, fees structures and any DfE regulations. Ensure all admission documentation is completed effectively.

·      Respond to all enrolment inquiries, telephone calls and emails, courteously and in a timely manner.
·     Assist with all key marketing and admissions events including school tours, entrance examinations and new joiner events.
·     Undertake market research as necessary to review activity, establish benchmarks, check progress or inform future planning.

·     Work in collaboration with GEMS marketing team to develop a marketing strategy for the school.
· 
Communicate immediately to parents once an admissions decision has been given by the Headmaster.   

·      Prepare reports for the Headmaster/CEO and head office reflecting current enrolment, waiting lists and the status of open seats. 
·      Update, maintain and manage the student information SIMs database ensuring that up to date information is available on a daily basis.

·      Prepare all documentation, including conducting assessments, for students withdrawing from the school. 
·      Update weekly and monthly enrolment reports for Headmaster and GEMS Head Office. .  
·      Maintain and create files for all new applicants, new children, current children, exiting children and alumni’s.
·      Collaborate with the Senior Leadership Team and marketing team to identify new methods to attract possible new children in order to improve enrolment numbers.

·      Arrange assessments, as required, and ensure files are complete for review by headmaster.  

·      Ensure the GEMS policies, procedures, and codes of conduct are followed at all times.

·      Initiate effort and energy beyond the typical work day, where the tasks require additional commitment.

·      Attend staff meetings as required.

·      Assist Headmaster in making enrolment projections and consequent strategic planning.
·      To administer First Aid to children and staff. 

·      To perform other duties as and when requested by your line manager. 

·      To organize and deliver the school tours for prospective parents.
·      Maintain and build good relations with education consultancies, relocation agents and local school and nurseries.
·     As a member of the wider school support team, provide occasional general administrative support, particularly during the school holidays
This job description should be seen as a guideline and not a comprehensive list of duties. 
QUALIFICATIONS 

·      Educated to a degree level or hold equivalent administrative qualifications 

PERSONAL ATTRIBUTES & SKILLS 


·  Flexibility at all times 

·  Self-motivated, high energy and pro-active with a ‘can-do’ attitude 

·  Ability to prioritise a workload, multi-task and perform effectively under pressure with excellent attention to detail. 
·  Confident user of Microsoft Office and SIMs.
·  Calm, professional manner which promotes confidence and respect to all staff and children. 
·  Excellent interpersonal skills. 
·  Strong organisational skills, often working to tight deadlines, with a calm and confident manner. 
·  Excellent communication and interpersonal skills. 
·  Dress and behaviour to be appropriate at all times whilst at The Hampshire School.
·  Ability to develop a positive relationship with prospective parents and children. 
·  Confident handling of enquiries by telephone, email and in person. 
·  Ability to maintain confidentiality at all times and work with discretion when dealing with sensitive and confidential information. 

·  Supportive of the aims and ethos of The Hampshire School, Chelsea. 


