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JOB DESCRIPTION

ADMISSIONS REGISTRAR
Reports to:
Marketing Manager (as line-manager) and the Head
Key Contacts and Relationships:  Head, Head of Junior School, The academic and pastoral offices, Head of Boarding, Director of the Learning Development Centre, Head of Junior School Support for Learning, Community Development Manager, Prospective Parents and Pupils, Agents, Guardians and Head’s PA. 
Overall Purpose
The promotion, development and oversight of the admissions process for all pupils, including international applicants, from initial enquiry to the start date of the new pupil. 

To build and maintain relationships with prospective families and agents by dealing with enquiries promptly, professionally and efficiently. To support the smooth entry of pupils at all stages within the school.
Key Responsibilities:
Admissions
· Respond warmly and professionally to initial enquiries from prospective parents or agents for pupils across the whole 3 – 18 age range of the school 
· Arrange, host and coordinate smooth and efficient visits for prospective parents and their children
· Assist in the running of Open Mornings, including notifying interested parents of dates and maintaining lists of those attending

· Follow up Open Mornings with feedback questionnaire, telephone calls and emails and monitor responses
· Coordination of Year 7 Assessment Days and all Scholarship days, keeping staff and parents informed of relevant details in a timely manner 

Marketing

· Working closely with other staff to foster warm relationships with feeder schools

· To support colleagues when marketing the school, including attendance at prep school events and occasional further marketing events which will require some evening and weekend hours. 

· Provision of regular data to the Marketing Manager and The Head in relation to admission targets – feeding back upon targets and future plans. 
· Alongside the Marketing Manager, provide data to the Head and Business Manager to help identify trends or concerns in admissions, so that appropriate marketing responses can be made.
· Work jointly with the Marketing Manager to identify potential new areas of recruitment including boarding and international students, reporting back to the Marketing & Admissions meeting.
Assessments and Offers

· Manage the offer of places in close liaison with the Head / Head of Junior School and Director of Learning Development Centre, and ensure new pupils and staff are provided with all the necessary information to enable a smooth transition into the school
· The arrangement and coordination of taster days and pupil entry into the school 
· Assist in the administration of scholarships and bursaries for all new joiners
· Enter new pupil information onto SIMS and maintain accurate digital registers for all pupils in line with ISI expectations and regulations

· Maintain current and archived pupil files, whether electronic or paper files within an organised system to ensure that archived records are easily located and retrieved  

· To liaise with feeder schools to obtain references and other reports where necessary 

· To liaise with feeder schools post admission to seek Child Protection/Safeguarding reports once on roll
International Offers and boarding recruitment
· Administer all arrangements, including the application for “CAS” licences with UK Visas and Immigration, to ensure that international students are appropriately supported in their applications for visas in a timely manner

· Manage and maintain all aspects of UKVI compliance including responding to changes in regulations or process to ensure compliance with ISI (Independent Schools Inspection) and UKVI (United Kingdom Visas and Immigration)
· Support the marketing team in the promotion of Sibford School as a local and international boarding community

· Contributing to and supporting the marketing development plan 

General
· To manage the relationship between the school and the Local Authority and to report in a compliant manner vis-a-vis all leavers and new joiners to the school
· To coordinate the timely distribution of appropriate information / handbooks / joining information for new pupils

· Ensuring the Admissions area of the school website is kept up to date

· Maintain awareness of best practice and national/ local developments in admissions

· Playing a full part in the life of the community so as to support its vision and values

· Undertaking any other duties reasonably required by the Head. 
Key Performance Measures

· Parents and agents establish early understanding of the admissions process and the suitability of Sibford School for prospective pupils
· Number of enquiries and people attending Open Mornings
· Smooth transition into school for pupils and their families
· Relationship and communication with staff members
· Timely follow up to enquiries and attendance at Open Mornings
· Timely provision of new pupil information to key staff members
· Timely provision of data to help inform Marketing & Admissions meetings
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