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JOB DESCRIPTION
Job Title:

Head of Admissions and Marketing
The Role: 
We are seeking to appoint a Head of Admissions and Marketing. The successful candidate will be able to provide strategic planning, leadership and coordination of the school’s admissions and marketing function. The holder of this post will ensure the ongoing professionalism of the customer journey, resulting in customer delight.
This is a key appointment for Bredon School, the post holder will be a member of the SLT. It is an exciting opportunity for the right candidate to be at the heart of the school’s strategic vision. 
Reports to:
The Headteacher of Bredon School and also a dotted line to the Marketing Director of Cavendish Education. 
Direct Reports:
Admissions Administrator and Marketing Co-ordinator. 

Internal Key Contacts and Relationships:

Line manager and direct reports, as well as, SLT, Executive Support Officer, Head of SEN and SEN department,  Bursar and Bursary staff, Teaching and Boarding staff, Data Manager, and Admissions and Marketing staff from other Cavendish Education Group Schools. 
Main Duties:
Admissions: 
· Work with the School’s senior leaders to formulate a successful pupil recruitment strategy including the requirement to meet, monitor and report on recruitment targets.

· Identify and lead on all aspects of the admissions process with a view to maximising enquiries, tours and joiners. Evaluate all aspects of the process and make recommendations for improvement.

· Lead all contact (telephone, written, face to face) between prospective parent/s and child/ren and the school throughout the entire admissions process; setting a high expectation and example of professionalism and customer care.

· Act as the face and voice of the school at all times; recognise, and act upon, opportunities to maximise the promotion of the school. 

· Ensure compliance with agreed customer service standards for the school; paying particular attention to methods to survey and listen to our customers. Provide feedback and suggestions on how to improve this process.

· Develop a process for follow up and ensure that all customer leads are ‘kept warm’.

Marketing: 
· Assume responsibility for creating a data-led strategic and tactical marketing plan; including formulating an advertising strategy, an online strategy, an events calendar etc. Must include budgeting and reporting and monitoring on success. 

· Oversee communication with all internal and external stakeholders; retain overall editorial sign off for all marketing collateral, advertising, online channels etc., ensuring adherence to a ‘house style’

· Act as brand guardian; promote, develop and protect the school’s image and reputation amongst all key audiences.

· Ensure a sound understanding and application of marketing principles within the admissions process and throughout the school. Providing in-service training to staff, where appropriate.

· Research, identify and develop new markets; maximising opportunities to promote Bredon School.

· Develop good working relationships with all staff in order to draw out good news stories from the pupil and staff body. Use these stories in order to deliver benefits to prospective families.
· Work with the school’s alumni and the archives. 

Staff Management: 
· Provide clear leadership, motivation and line management to the admissions assistant and marketing co-ordinator, ensuring a strong team ethos and managing their performance, including carrying out performance appraisals and workloads.

General: 
· Provide expert advice, guidance and briefings to SLT regarding all matters related to communications, marketing and admissions, and make regular contributions to Governors meetings

· Ensure technology and systems are used to best effect in the execution of all admissions and marketing planning and monitoring activities. Demonstrate to other staff members the value of a data led approach.

· Keep abreast of changes to technology and systems. 

· Establish and maintain relationships with feeder schools and other sources of referral (agents, education professionals, consultants etc), planning and attending events in order to meet other Registrars/Admissions staff.

· Establish good working links with other Cavendish Schools.

Generic Accountabilities

The duties outlined above are not intended as a restrictive list and may be extended or altered to include other tasks that are commensurate with the role. 
Safeguarding Children

In accordance with the school’s commitment to adhere to the Department for Education’s Keeping Children Safe in Education and all other relevant guidance and legislation in respect of safeguarding children, the Head of Admissions and Marketing will be required to demonstrate your commitment to promoting and safeguarding the welfare of children and young people in the school.
Confidentiality
During the course of employment the Head of Admissions and Marketing you will have access to information of a confidential nature. Under no circumstances may this information be divulged or passed on to any unauthorised person or organisation.

Data Protection
During the course of employment, the Head of Admissions and Marketing you will have access to data and personal information that must be processed in accordance with the terms and conditions of the Data Protection Act 1984 and properly applied to pupil, staff and school business/information.

Benefits 
Free onsite parking

Lunch provided in term time and during periods of lets during holidays 

PERSON SPECIFICATIONS
	
	Essential
	Desirable

	Qualifications
	( Educated to A Level standard  or equivalent with a minimum 5 GCSE’s grade A*-C including English and Maths
	· Qualified in the principles of marketing and/or admissions (such as: Chartered Institute of Marketing qualifications, or the AMDIS Certificate in Admissions Management).

	Experience
	· Management role
	· Experienced in a similar role

	Skills and Knowledge 
	· Possess strong leadership skills and be an excellent communicator and organiser
· Be naturally confident working at a strategic level and handling a busy and pressurised workload 
· Demonstrate a genuine desire to hold the customer at the heart of the admissions and marketing process, and show empathy and understanding for all
· Possess a good sense of humour, an ability to think on your feet and the ability to identify and maximise ‘sales’ opportunities
· Be IT proficient; understand how systems and technology can benefit and be active in seeking out ways to use technology to aid the admissions and marketing process
· Have the ability to inspire and enthuse others
· Be smart, presentable and socially confident when dealing with people of all ages and abilities
· Flexibility – some evening and weekend work will be required 
	· Special Educational Needs knowledge 



