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Registrar (Senior School & Sixth Form) | Job Description 

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 ensure 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 necessary;  

• Liaise with feeder schools and direct resources and strategy 
accordingly. 

 

 

Internal Admissions Administration 
• Keep the School’s Admissions database up-to-date, with all 

enquiries/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 all times. 
• Ensure 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

Maths at GCSE Grade C or better
• Certificates and

application form.

Experience • Experience of working in a busy office environment
• Experience of handling sensitive information discretely

• Successful and recent work-based experience involving
primary/ secondary age pupils

• Experience of budgeting and running accounts
• Experience of using an educational management

information system (for instance iSAMS/SIMS)
• Experience of managing people

• Application form
and interview

Knowledge • Strong working knowledge of Microsoft 365 packages
• Knowledge about the importance of ‘Child Protection and

Safeguarding’ issues

• Knowledge of safeguarding in schools and colleges
• Knowledge of issues affecting schools, particularly in

relation to statutory requirements around Admissions
• Knowledge of Data Protection law
• Knowledge of the Equality Act 2010 and how it impacts

organisations
• Knowledge of UK independent school systems and Sixth

Form admissions

• Application form
and interview

Skills • Excellent telephone manner and interpersonal skills
• Competent proof-reading skills
• Ability to work quickly and accurately, with an eye for detail
• 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

• Application form,
references and
interview.

Registrar (Senior School & Sixth Form) | Person Specification 
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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. 
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