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A MESSAGE FROM THE PRINCIPAL

Mrs Jo Anderson
Principal, Bury Grammar School

We believe that Bury Grammar School offers an exceptional education.

And it is the people of Bury Grammar School - our sparky and engaged pupils, our talented and committed
staff, our supportive and friendly parents - who make BGS the outstanding place it is. Not only is our School
academically outstanding - which for us is a given as a high-performing grammar school - but we also pride
ourselves on being second to none in our forward-thinking and modern approach to pastoral care and life.

This is an ambitious school with an uplifting, positive and life affirming ethos. We believe utterly in the
transformative power of education, and we always have high aspirations for our young people. It is those high
aspirations which have led to Bury Grammar School blossoming, as academic standards strengthen still
further year on year, pastoral care skilfully adapts to the needs of 21st century children, our extra-curricular
programme balloons and more and more pupils and teachers apply to join us.

Our pupils routinely excel. While we are of course always delighted with stellar examination results which
make the headlines, we are even more thrilled for individual pupils who make astonishing progress for them:
this is what our inspirational teachers came into teaching for.

Why such success at BGS? Our pupils want to learn and are ambitious while also being resolutely down to
earth; our teachers know how to get the best out of young people, know their subject, are generous with their
time and are absolute professionals; and our parents work with us positively and collaboratively in a key three
way partnership between pupil, home and school. This is a winning combination which we would say is
unbeatable.

The leaders of the School very much play a ‘hands on’ role in School and are fully engaged with pupils and
parents. While the Senior Leadership Team have significant responsibilities for whole school strategy, all of us
take a pride in continuing to teach and enjoy running extra-curricular activities: in short, our school leaders
know our community and have a deep affection for the School.

As Bury Grammar School surpasses its 450th year, we are mindful of the superb education this great school
has offered to so many generations of young people over the years and we look forward to the future with
great optimism and confidence.

A Bury Grammar education changes lives. l
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ABOUT BURY GRAMMAR SCHOOL

Bury Grammar School is a forward-thinking, vibrant and modern school. We are proud of our
rich heritage and the tradition of academic excellence combined with exceptional pastoral care.

Our aim is to offer an outstanding and unrivalled education in which pupils are inspired to work
hard, aim high and achieve. We have a strong commitment to retaining the long-held traditions,
values and ethos of Bury Grammar School, while preparing pupils for lives in an ever-changing
world. We take enormous pride in our 450+ year history, whilst looking to the future with
confidence, openness and optimism. We are proud to be a leading academic school with a big heart.

The diversity of our community is something of which we are proud. Our pupils and staff come
from different backgrounds, speak many different languages and have different perspectives of life:
we strongly believe this greatly enriches our school. Teachers come to us from both the state and
independent sectors and both thrive at BGS.

Bury Grammar School is a dynamic and exciting place to work and employs over 240 staff across a
wide variety of roles. Every member of staff employed by Bury Grammar School has an impact on
our pupils and we aim to recruit the highest calibre of professionals who are passionate about our
School Aims: Scholarship, Character, Partnership and Enrichment.

We foster strong leadership and management by empowering and involving staff in strategy and
decisions. We have an established Continued Professional Development Programme that provides
our staff with every opportunity to continue their own learning journey. We recognise that
delivering continuous improvement is key to the success of every individual and to Bury Grammar
School as a whole and we value all our staff and believe that attracting and retaining the very best
people is fundamental to allowing us to continue to develop. In short, we aim to be both an excellent
school and an excellent employer.

Most unusually in the independent sector, our pupil roll is growing: our Primary Division is
tlourishing and both Senior Schools recently moved from three to five form entry. Our excellent
results are improving still further, the School’s reputation is thriving and in 2020 the School SCA pOSitiVC and uplifting environment.”

celebrated its 450th birthday. 56 )
/ ['he Good Schools Guide
This is the perfect moment to join Bury Grammar School. l
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BENEFITS OF WORKING FOR BGS

BGS offers a generous employer Hot or cold lunches provided in Up to 50% school fee remission Tax savings of at least 25%
pension contribution. our canteen. for permanent members of staff. on bikes and accessories.

Specsavers eye tests and Free, 24-hour, confidential Free onsite parking across the Over 200 online TES training
contribution towards glasses. counselling service available. whole campus. courses.

Use of onsite gym and pool Opportunities for continuous Friendly staff rooms and a warm Tea, coffee and biscuits provided

facilities at selected times. professional development. and supportive leadership team. in all staff rooms.
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UNIQUE STRUCTURE

Our pupils have the opportunity attend a school which offers continuity and high standards from the age of 3 all the way through to 18.
Common threads of high standards, quality and care run throughout while the nature of pupils’ experiences evolves and widens as they grow.
Parents cite the security of knowing what BGS stands for as a real plus. While we are a large school which means many expert teachers, numerous extra-curricular activities

and a phenomenal campus, each child is part of a much smaller community, and each is well-known. Our Primary Division, Senior School and Sixth Form all provide the
perfect home base’ for our pupils and all are characterised by a love of learning and individual care.
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OUR PEOPLE

As an employer we are focused on creating an outstanding work place for all our staff so that we can attract, retain and engage talented individuals, who have a
desire to transform the lives of others.

We pride ourselves on the best support and care for our Academic, Support and Finance staff as we believe firmly that a school is only as strong as those working within it.
We expect a great deal from all our highly qualified and committed academic staff and, in return, ensure that they have a rewarding and fulfilling career at BGS.

Our talented support teams facilitate excellence across all aspects of the School. The Catering team serve up to 1500 meals each day, while the Estates Team look after over
45 acres of land including extensive playing fields and first-rate sport facilities.

From Accounts and Admissions, through to the Clifford Billing Sports Centre and Arts Centres, the support departments at BGS are specialist, diverse and crucial to the
School’s success, making up and crucial part of our workforce.

LEADERSHIP

What makes Bury Grammar School so successful? From a leadership perspective, it is our
collaborative ethos, the absolute commitment of every leader to the whole school and not just
their ‘own’ area, a willingness to work together and be generous with ideas and time, and an
unwavering focus on what is best for the pupils.

We also enjoy each other’s company and take a pride in each other’s achievements. All new members
to the team must actively support this collaborative ethos if they and the School are to succeed; and of
course this approach makes life as a BGS senior leader all the more rewarding,

There is an exceptionally and committed Senior Leadership Team who are passionate about BGS and
are fortunate to lead an outstanding team of teachers and support staff.
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OUR ENVIRONMENT

Bury Grammar School dates back to 1570 and the current campus was established in 1903. Our 45-acre campus offers a sense of grandeur and tradition along
with leading-edge architecture and facilities for all our pupils.

We have the facilities to offer extensive sporting and enrichment activities to all our pupils, both indoor and outdoor, with a swimming pool, 3G pitch, outdoor games
areas, tennis courts, netball pitches, sprint track, 4 large sports halls, a dance studio, fully equipped gym, a Forest School, athletics field, 2 rugby and 5 football pitches and
2 cricket squares.

Our estate provides an exceptional learning environment for all academic subjects with 17 A Level equipped science labs, art studios designed to allow the flow of natural
light to optimise creativity, drama and music studios with light and dark learning areas and 4 large school halls to showcase performances, plus 4 beautiful libraries

designed
for peaceful independent and group learning.
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Reporting to: Director of Studies

Overall Purpose of the Job

The Registrar is responsible for the overall recruitment and

retention of pupils across all areas of the School, with a

particular focus on the Senior School and Sixth Form. The

successful applicant will need to create and maintain a detailed

and robust plan for the admissions process, plus a creative

programme of tours, events and activities to attract new pupils.

They will be an ambassador for the School and will often be the

first point of contact for prospective families. The post holder

will need to be an experienced and competent administrator,

with the ability to meet deadlines and ensure school systems and

applicant records are maintained accurately.

In the first instance, we seek someone able to work full-time

term-time only plus 10 days, with a requirement to work

occasional weekends and evenings to assist with school events.

For the right candidate, we may consider part-time or all year-

round work. Salary: Competitive.

Please email vacancies@burygrammar.com if you have any

questions.

Key responsibilities and tasks include:

Coordinate the full admissions process for Senior School
and Sixth Form (Years 7-13).

Plan and execute admissions-related events including open
days, interviews, and school tours.

Manage and co-ordinate all aspects of registry and
admissions work  throughout the School, using
interpersonal skills to progress each applicant through the
stages to securing enrolment;

Ensure compliance with legal admissions requirements and
keep abreast of any updates;

Ensure objectives are met for the number and the calibre
of new pupils at all entry points;

Oversee assessment and admittance processes for pupils
seeking to join the School at the main entry points,
ensuring that appropriate reports and testing occur before
offering a place;

Seek references for all pupils who are being considered for
admittance;

Seek safeguarding records from feeder schools for all pupils
who are admitted to the school;

Build strong relationships with internal staff, feeder schools,
and external partners.

Liaise with the Deputy Head Pastoral and Heads of Year
regarding induction of new pupils and ensute a smooth
transition and induction for new pupils and families;
Advise the Director of Studies and Senior Leadership Team
on effective admissions strategies and contribute to strategic
planning.

Interviewing

Conduct tours, meet prospective pupils and ensure they are
interviewed by a member of senior staff if appropriate;
Make decisions in conjunction with the Principal for the
admission of pupils;

Liaise with the Principal and Bursar on the awarding of
scholarships and bursaries within agreed budgets;

Liaise with the Deputy Principal and Director of Studies
regarding the suitability of candidates for entry into the
school based upon their performance during the admissions
process.

School Roll, Admissions Records and Reports

Monitor current and future school roll numbers, keeping
senior staff informed on a regular basis;

Manage inquiries, applications, offers, and acceptances
through the admissions database;

Ensure that all admissions records and statistics are accurate
and up-to-date;

Ensure that the Director of Studies has the academic
information necessary both to advise the parents of
prospective pupils regarding options choices and to place
new students into appropriate sets;

Maintain a regular analysis of admissions statistics and
trends, and report where necessaty;

Liaise with feeder schools and direct resources and strategy
accordingly.

WWW.BURYGRAMMAR.COM

Internal Admissions Administration

Keep the School’s Admissions database up-to-date, with all
enquities/records of prospective pupils and registrations;
Maintain accurate and up-to-date admissions records in line
with GDPR and safeguarding requirements;

Maintain up-to-date leavers’ information;

Liaise with the Director of Studies and Heads of Department
regarding entrance exams and scholarships;

Work with the Bursar to ensure admissions and billing
information is kept up to date.

Events

Work in conjunction with other members of the Admissions
and Marketing Department to organise and prepare for
successful open days, taster days and other marketing events;
Provide admissions data and trends to Governors as
requested.

General Duties

Work flexibly to meet the School’s requirements, including on
occasion working in other departments as directed by your
line manager.

Comply with all School policies and procedures.

Be committed to safeguarding and promoting the welfare of
children at alltimes.

Ensute the quality standards and performance measures
applying to your area of work are met and facilitate continuous
improvements in all aspects of the post.

Maintain a safe environment by working within Health &
Safety guidelines and being aware of your responsibilities for
health and safety.

Value diversity and promote equal opportunities.

Participate in appraisal activities as required. Undertake
further training as needed to ensure up to date knowledge and
implementation of best practice.

All BGS’s employees are expected to act as ambassadors for
the School and promote the organisation and its services
positively as well as behave in a manner consistent with the
School’s Values at all times.
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Essential Desirable Method of assessment
Qualifications * A good standard of general education including English and e Certificates and
Maths at GCSE Grade C or better application form.
Experience *  Experience of working in a busy office environment *  Successful and recent work-based experience involving *  Application form
*  Experience of handling sensitive information discretely primary/ secondary age pupils and interview

*  Experience of budgeting and running accounts

*  Experience of using an educational management
information system (for instance iISAMS/SIMS)

*  Experience of managing people

Knowledge e Strong working knowledge of Microsoft 365 packages e Knowledge of safeguarding in schools and colleges e Application form
e Knowledge about the importance of ‘Child Protection and e Knowledge of issues affecting schools, particularly in and interview
Safeguarding’ issues relation to statutory requirements around Admissions

¢ Knowledge of Data Protection law

¢ Knowledge of the Equality Act 2010 and how it impacts
organisations

e Knowledge of UK independent school systems and Sixth
Form admissions

Skills *  Excellent telephone manner and interpersonal skills e Application form,
*  Competent proof-reading skills references and
*  Ability to work quickly and accurately, with an eye for detail interview.

*  Strong IT skills including Microsoft Office, Word and Excel

¢ Teamwork and flexibility towards working hours

»  Ability to multitask, prioritise and meet deadlines in a fast-
paced environment

*  Ability to work independently

¢ Ability to perform administration tasks and possess excellent
administrative skills

* Innovative and creative
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HOW TO APPLY

Application
Application is by submission of the School Application Form and a covering letter.

Please address your letter to the Principal (no more than two sides), refer to the criteria set out in the Person Specification and outline your vision for the role,
using Microsoft Word format.

The Application Form and further details of this post can be found via our school website using this link: Registrar (Senior School & Sixth Form)

Please complete all sections of our application form, then submit your application and letter via the HR Pro link, by 9.00am, Monday 11th August 2025.

Please do not submit your CV, even to supplement your application, as this will not be considered.

Interview

Interviews will be held shortly after the closing date.

Employment

Please give us details of your complete work history since leaving school/tertiary education, including current and past employers, job title, dates employed,
and salary and explain any breaks in employment. You should clearly demonstrate how your experience, knowledge, skills and abilities match those required in

this role, as detailed in the Person Specification, and provide examples.

All shortlisting decisions are based on the Essential Criteria in the Person Specification and only candidates who are the closest match to the identified criteria
will be invited for interview.



https://hrpro.isams.cloud/recruit/application/apply.aspx?cid=4541-1AB148C9-833E-4EF3-BC39-9A7F0380FE44&VacancyID=29542-534B4421-D66C-47C8-834B-C216CB2F8090
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References

Please provide details of two referees who can comment on your suitability to do this job. At least one reference must be from your current or latest employer and your
references must cover your last three years of employment. Bury Grammar School reserves the right to contact your current or latest employer following the interview and
prior to offering a contract of employment. In providing the names of referces, you are agreeing that Bury Grammar School may ask their opinions on your character in
relation to this application. These opinions, given in trust, will remain confidential.

General
By signing and returning our Application Form you consent to Bury Grammar School using and keeping information about you, provided by you, or by third parties such
as referees, relating to your application or future employment. If you are unsuccessful then your information will be retained for six months from the closing date. If you

are successful, then your information will be transferred to your personnel file.

Keeping your information secure

Personal and Monitoring information is treated as strictly confidential and will be dealt with in accordance with the General Data Protection Regulation and our Dara
Protection Policy.
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GUIDANCE NOTES FOR APPLICANTS

Safer Recruitment

Bury Grammar School is committed to safer recruitment and safeguarding pupils. Any appointment will be subject to successtul DBS clearance, satisfactory reference and
confirmation of medical fitness for the post. The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and
volunteers to share this commitment. Applicants will be required to undergo child protection screening appropriate to the post, including checks with past employers and
the Disclosure and Barring Service (DBS).

Please see the safeguarding responsibilities of the post listed within the job description and person specification. The post is exempt from the Rehabilitation of Offenders
Act 1974 and the School is therefore permitted to ask job applicants to declare all convictions and cautions (including those which are "spent” unless they are "protected”
under the DBS filtering rules) in order to assess their suitability to work with children.

Evidence of permission to work in the UK

Prior to being permitted to commence employment with Bury Grammar School, you will be required to produce documentary evidence of your right to work in the
United Kingdom. You could provide, for example, either a British passport or a passport or a National Identity Card from an EEA Country or Switzerland; alternatively, a
document showing your permanent UK National Insurance Number and your full UK Birth Certificate. A full list of acceptable documentary evidence is available on
request. Original documents must be provided at interview stage. For further information, please refer to the Home Office website ww.bia.homeoftice.gov.uk.

Rehabilitation of Offenders/Disclosure and Barring Service

A criminal conviction will not necessarily be a bar to your employment. Bury Grammar School complies with the Disclosure and Barring Service’s Code of Practice and
will consider the suitability of all applicants on merit and ability. The Rehabilitation of Offenders Act 1974 entitles people who have been convicted of a criminal offence
carrying a sentence of up to 30 months’ imprisonment and who have completed the appropriate period of rehabilitation to regard their conviction as “spent”. “Spent
convictions” can then be regarded as never having occurred. The Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975, however, exempts certain types of
employment such as working in a school from the provisions of the Act. In addition, the Police Act 1997 required Police checks for all posts that come into contact with
under 18s and vulnerable adults on a regular basis. Appointment to this post will require the post-holder to undergo checks by the Disclosure and Barring Service before
commencing any duties which could bring them into contact with children. Any information disclosed will be kept in strict confidence and used only in consideration of
your suitability for the job for which you are applying. If you fail to disclose relevant information requested at any stage of the recruitment process, then your employment
could be subject to withdrawal of contract, dismissal or disciplinary action in accordance with Bury Grammar Schools’ policies.

Bury Grammar School welcomes diversity and is inclusive of all cultures, ensuring all are respected and valued for who they are as an individual, and as a group.
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