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Job Description:  
Headmaster’s PA and Registrar 
Responsible To:
Headmaster
Hours of Work:
Full time term time; reduced and flexible hours during school holiday periods, 25 days holiday per annum.
Direct Reports:
Marketing Manager, School Secretary, Administrator
Date of Job Description:
October 2019
Job Context and Purpose
Caldicott is one of the country’s most prestigious Independent Boarding and Day Preparatory Schools for Boys. We are a flourishing school with around 250 boys from 7 to 13 years old, with all boys boarding in the final two years.  We deliver a first class education, sporting provision and a rich variety of music, drama, arts and extracurricular opportunities in a friendly and supportive working environment.  
The Headmaster’s PA and Registrar is central to the smooth running of the Headmaster’s office and key to successful pupil admissions.  The incumbent is a central point of contact for communications, internal and external, and will closely assist the Headmaster with operational planning and decision making.  At the heart of the school, it is essential that the Headmaster’s PA and Registrar is committed to the school and its values. 

The Headmaster’s PA and Registrar role combines full PA and administrative duties with School Registrar responsibilities encompassing 

· professional and confidential support to the Headmaster
· management of the School Marketing function

· management of Future Schools function
· ensuring the smooth operation of the school’s front office and administrative function 
· close collaboration with the Deputy Heads and Senior Leadership Team 
· effective delivery of successful internal and external communications on the Headmaster’s behalf
· being a high profile exemplary role model and leader of professional behaviours for colleagues

As School Registrar s/he also manages the full cycle of the admissions process and associated responsibilities.
Caldicott is committed to safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share this commitment.

Main Responsibilities
A
Support for the Headmaster and senior team:
1. Act as ambassador for the school and Headmaster in all matters.
2. Handle all written correspondence and general administrative support.
3. Diary management and planning in co-ordination with Headmaster and Deputy Heads.
4. Acting as “gatekeeper” for the Headmaster in relation to contacts with parents, staff, professional groups and associations, visitors and the local community.
5. Assist Headmaster with ad hoc projects, presentations and report writing (information gathering, collating reports, servicing meetings).
6. Co-ordination of hospitality and events.
B
Registrar:

1. Be the primary point of contact for admissions enquiries, advising parents on Admissions Policy and likelihood of places, ensuring excellent communications throughout.
2. Record and manage all enquiries, expressions of interest and waiting lists.

3. Arranging parental visits to the school, welcoming visitors, arranging and conducting tours as required.
4. Manage the complete admissions process from initial contact to pupil entry, with all associated administration.

5. Communicate appropriately with parents to inform them of offers or declined places.

6. Maintain up-to-date accurate record of where places are available at different points of entry throughout the school year.

7. Report on admissions status to Headmaster: share all registrations data with relevant colleagues at regular intervals and key process points of the cycle.

8. Ensure information on admissions, registration fees, deposits and leaver notices are communicated in a timely manner to the Bursary.
9. Support admissions and marketing events as required: Open Mornings, Taster Days, Parents’ Information Evenings, Inductions, Recruitment Fairs and Exhibitions.  Manage the invitations and administration of these events in close collaboration with the Headmaster.

10. Attend evening social functions, assisting the Headmaster in hosting guests and visitors.
11. Set up and maintain accurate student records, manual and digital in compliance with current regulations and within Data Protection requirements.
12. Request files from previous schools, references and reports; forward required pupil information, including safeguarding files to future schools.  Work closely with the Deputy Head Pastoral for all transfers of safeguarding information.
C
Oversight of Marketing Function

1. Line management of the Marketing Manager, working in close collaboration to ensure the school is dynamically and appropriately marketed.

2. Ensure the smooth intersection of Admissions systems and Marketing campaigns

D 

Front Office Management:

1. Supervision and day-to-day management of School Secretary and School Administrator

2. Agree and manage work rotas and cover, allowing for peak times of year, planning for holidays to ensure continuity of service where possible.
3. Absence management and reporting: ensure accurate and up-to-date records are kept for each member of the team; conduct “return to work” meetings as necessary after absence; report absences to the Assistant Bursar for payroll records.
4. Performance management – in collaboration with direct reports, ensure all front office Job Descriptions are up-to-date, conduct regular informal reviews with staff as necessary, conduct annual performance appraisal meetings and report outcomes to the Headmaster and Bursar.  Identify training needs and notify requests for training to Headmaster and Bursar for approval.
5. Development and maintenance of office systems and procedures, ensuring statutory compliance and good practice requirements are delivered all areas of responsibility.
General Duties
· To actively contribute to the activities of the school and support colleagues
· To undertake such other duties as are agreed to being in keeping with the general nature of the role.
Terms and Conditions
All other terms and conditions are those as referred to in your letter of appointment, contract and the Employee Handbook.
Person Specification:  
Headmaster’s PA and School Registrar 
	
	Essential
	Desirable

	Education/Qualifications
	
	

	· A good level of general education 
	X
	

	· A secretarial qualification (City & Guilds; LCCI etc)
	
	X

	Experience
	
	

	· Experience as a school registrar and in school administration
	
	X

	· Experience of working closely with marketing professionals and conversant with what is needed in an effective marketing strategy
	X
	

	· Senior Secretarial / PA experience
	X
	

	· Demonstrable experience of effective line management in a collaborative style
	X
	


	Skills and Aptitudes
	Essential
	Desirable

	· Personable, diplomatic, confident 
	X
	

	· Excellent secretarial skills; computer literate and confident
	X
	

	· Computer literate and confident in MS Office. Proficient with Word, Excel, Outlook and Powerpoint

· Quick to learn and adapt to new systems

· Isams
	X

X
	X

	· Ability to work on own initiative, take responsibility and own projects
	X
	

	· Creative, pro-active problem solving 
	X
	

	· Able to handle a busy and demanding workload, flexible and adaptable – “can do “ attitude.
	X
	

	· Calm under pressure, unflappable.  Able to support team during busiest times of day and yearly cycle pressure points – to provide consistently professional service.
	X
	

	· Strong teamwork skills, willing and able to collaborate. Understands when and how to say “no” effectively, communicate in a timely and professional way to raise awareness of potential issues, propose alternative solutions and gain understanding and co-operation from colleagues across departments.
	X
	

	· Excellent verbal communication skills: to project a clear, professional and polished image.
	X
	

	· Excellent time management, organisational and planning skills – from the day-to-day, up to a year ahead.
	X
	

	· Effective professional written communication: able to compose correspondence fluently and with accuracy
	X
	

	· Excellent interpersonal skills – able to build rapport at all levels of the organisation
	X
	

	· Good attention to detail, completes and finishes tasks
	X
	

	· Good humoured, positive outlook
	X
	

	Knowledge and other
	
	

	· Honest and trustworthy with the highest standards of professionalism and integrity.
	X
	

	· Understanding the private school environment, values and ethos; up-to-date with sector trends and external influences
	X
	

	· Commitment to and thorough understanding of Safeguarding principles, policies and practices
	X
	

	· Familiarity with Independent School bodies, associations and professional networks
	
	X
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