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Job Description and Further Information

300 Pupils · Co-educational Independent Preparatory School · Day and Boarding School · 3 - 13 years


OVERVIEW 

This full-time post offers an exciting opportunity to contribute to the success of a leading independent co-educational preparatory school, which is known for achieving outstanding results within a family-orientated and supportive community.

The position will involve working directly with the Head and having full ownership of the admissions and marketing process.  The Registrar is the initial point of contact for all enquiries regarding admissions to the School. The post holder will be expected to build relationships with prospective families throughout the admissions process, from initial enquiry through to the first day at the school and beyond.  The post holder will be responsible for marketing the School and building up other income streams.  The Registrar will be expected to increase the use of school facilities by external organisations as well as working on new projects to improve and develop the School’s facilities.

PRINCIPAL ACCOUNTABILITIES 

ADMISSIONS

· Sales – arranging and conducting school tours and management of the full admissions process
· Administration - arranging meetings, open days and tours, and formalising entry to the school
· Support to the Bursar with pupil number projections 
· Oversight of the scholarship process 
· Management of Customer Relationship Management system

MARKETING

· Full responsibility for the marketing function
· Search engine and digital marketing
· Social media
· PR, editorial and offline advertising
· Internal marketing to existing parents
· Website maintenance
· Marketing Analytics
· Preparation and design of marketing material
· Event Management

LETTINGS MANAGEMENT

· Generation of enquiries
· Tours of the school facilities and customer liaison
· Coordination of school departments to support functions
· On-site support
· Preparation of contracts

BUSINESS DEVELOPMENT

· Involvement in new projects to develop and improve school facilities
· Identification of new revenue streams for the school
· Project Management
· Co-ordination with external agencies
· Liaison with school alumni and co-ordination of fundraising projects
· Development of school software systems to improve parent communication

GENERAL

· The post holder will be a member of the Senior Management Team (SMT) and be actively involved with other SMT members and Governors in planning for future change and development within the School, in line with the School’s stated objectives.

· First rate interpersonal skills are vital for this role, as the ability to communicate with clarity, empathy and enthusiasm are critical for new parents and pupils. 

· Contribute to the development of the School’s Strategic Development Plan and its implementation.

· Uphold and implement School policies.

· Actively foster the ethos of the School and promote its values to pupils, staff, parents and the community.
 
· Act as a source of mutual support for the Head and other members of the Senior Management Team.

· Working towards and support the School’s vision and objectives outlined in the School Development Plan.

· Working within the School’s health and safety policy to ensure a safe working environment for staff, pupils and visitors.

· To work within the School’s diversity policy to promote equality of opportunity for all pupils and staff, both current and prospective.

· Maintain high professional standards of attendance, punctuality and appearance and to conduct positive, courteous relations with pupils, parents and colleagues.

· Engage actively in the Professional Development Programme.

· Undertake other reasonable duties related to the job purpose as required from time to time.

· Maintain good links with the receiving Senior Schools.

· Representing the School at internal and external events.

· Undertake such other tasks relevant to the needs of the School as these may arise.

· You will be expected to fulfil any reasonable request made by the Head or Bursar.  

· All staff are required to adhere to the School’s Child Protection Policy Statement at all times.  If, in the course of carrying out their duties, a member of staff becomes aware of any actual or potential risks to the safety or welfare of children in the School, these concerns must be reported to the School’s Designated Safeguarding Lead (DSL). 

· This job description is not exhaustive and will be reviewed as part of the appraisal process.  It may be subject to modification or amendment at any time after consultation with the post holder. 


PERSON SPECIFICATION 

The successful person will be creative and people-focussed with the ability to work independently with little oversight.  The Registrar will be instrumental in generating new children / parents into the School. In summary, this role is responsible for marketing, recruitment and business development.
The successful candidate will have:
· Outstanding communication and interpersonal skills, both face to face and on the phone, with a calm, friendly and diplomatic manner;

· Education to degree level or equivalent is preferable, with excellent written and spoken English;

· A track record of working independently to plan and prioritise a busy workload;

· Good IT skills including experience of working with databases;

· Marketing and / or project management experience would be an advantage together with knowledge of the independent school sector, but are not a pre-requisite.
Personal Attributes 
The ideal candidate will have:

· A positive personality
· Be able to problem solve
· Ability to work in a team and individually
· Ability to prioritise effectively 
· Ability to see tasks through to completion
· Be a loyal and supportive colleague
· Ability to cope under pressure.

ADDITIONAL INFORMATION 

A competitive salary in the region of £25,000 - £30,000 is offered dependant on experience and qualifications together with an employer’s pension contribution of up to 6%. 
Fee remission for children is available in accordance with the Governing Body’s policy for full time staff, which is currently 50% plus the ability to increase through a bursary application.
Lunch, during term-time is provided free of charge in the dining room.   All employees benefit from the ability to use some of the school’s sporting and recreational facilities.   
The annual holiday entitlement is five weeks plus statutory Bank Holidays.
APPLICATION
Closing date for applications: 7th January 2018. Interviews will be held 11th/12th January 2018.

Early applications are strongly encouraged. The school reserves the right to conclude the recruitment process before the closing date should the ideal candidate be identified.

Candidates selected for interview will be required to provide proof of ID and any relevant qualifications. 

Application Forms can be found on our website: https://www.prestfelde.co.uk/staff-vacancies

[bookmark: _GoBack]Please return completed application forms (CVs alone will not be accepted) together with a covering letter to: 

Mrs Charlotte Davies 
Prestfelde Preparatory School
London Road
Shrewsbury
SY2 6NZ

Email: cdavies@prestfelde.co.uk
School Website: www.prestfelde.co.uk   

Prestfelde is a registered charity and a member of the Woodard Corporation.  This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  The offer of employment is subject to appropriate documentation including satisfactory references and an Enhanced Certificate from the Disclosure & Barring Service prior to commencement of employment.
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