
 
 
 
 
 
 
 
 

Admissions Manager/Registrar 
 

Reporting to:   Director of Admissions & Communications 

 

Working closely with:  Communications Manager 

 

Joint line management of: Admissions and Communications Officer x 2 

 

Contract:  Monday – Friday, term time plus up to six weeks in the school holidays 

across the year – additional work will be needed during evenings and 

weekends 

 

Salary:    Competitive, depending on experience  

 

Start date:    As soon as possible 

 

This is an important role within the Admissions and Communications department. The 

reporting line is to the Director of Admissions and Communications but the successful 

candidate will also work closely with the school’s senior leadership team, particularly during the 

pupil recruitment season, and report annually to Governors. Excellent administrative and 

communication skills will be essential. 

Although direct experience of schools admissions is not essential the candidate will have a track 

record of success in Marketing, Administration, Regulation, Compliance or Law. 

 

About Colfe’s 

Colfe’s is an academically selective HMC school for girls and boys from 3-18 years in south east London. 

One of the oldest schools in London, Colfe’s was originally established by John Glyn in 1574. The school was 

re-founded in 1652 by the Reverend Abraham Colfe, Vicar of Lewisham as a school for ‘poor boys’. In 

September 2018 Colfe’s entered its twentieth year of educating both boys and girls. 

Academic excellence continues with 50% of pupils achieving A*/A at A-level with 80% attending their first 

choice university including Oxbridge and Russell Group institutions; 60% of pupils achieve A*/A at GCSE. 

A “ground-breaking” scholarship programme allows bright pupils from local comprehensive schools to study 

for their A-levels at Colfe’s on free places. Approximately 10% of pupils in the Sixth Form qualify for free-

school meals. 

But it’s not just about exams. Through its award-winning pastoral care programmes, the school also makes a 

particular focus on preparing pupils for real life, not just for exams. Developing the personal and social skills 

they will need in their home life and their careers, from teamwork and mentoring to budgeting and planning. 

 

 



 

About the role 

The role of Admissions Manager plays a very significant part within the school.  

The successful applicant will be required to have exceptional organisational, interpersonal and communications 

skills. Reporting to the Director of Admissions and Communications and working closely with the 

Communications Manager the role will have line management responsibility for two Admissions & 

Communications Officers and will play a leading role in the delivery of the annual Admissions and 

Communications plan.  

As well as precise organisational planning, effective communication is key to the success of the role – regular 

contact, updates and information on the Admissions process will need to be provided to prospective families, 

feeder schools, local community, staff and Governors. 

 

The role of Admissions Manager is pivotal within the school and carries a level of seniority. The Admissions 

Manager has the mandate to work closely with members of the Senior Management Team to maximise the 

appeal of Colfe’s to prospective families. 

 

The Admissions Manager will work closely with the Director to ensure the Admissions office is adequately 

staffed during busy holiday periods notably during Autumn and early Spring terms (through additional 

contracted days of rest of team). 

 

Process and planning  

 Working with Communications Manger to manage end-to-end communications process to prospective 

parents from initial enquiry to acceptance of place 

 Working with Director to set and manage Admissions budget for year. 

 Working with Ad & Comms officers to manage the housing and stock levels of printed promotional 

materials and merchandise and ordering/briefing Comms Manager on new materials needed or reprinted.  

 Advising Comms Manager, and having strategic input into advertising planning ahead of Autumn Open 

Events season.  

 Working with Director of Comms to create and manage local area map (displayed in Ad & Comms 

office) with geographical feeder school placement and family locations following acceptance of place – to 

be updated annually and referred to for strategic planning. 

 

Initial enquiries 

 Build a relationship between the school and prospective families 

 Gain all pertinent information to evaluate and prioritise each enquiry, obtaining comprehensive 

information about each contact in order that the admissions database can be kept up-to-date throughout 

the enquiry/visit/admissions process 

 Draft personalised letters following enquiry 

 Develop an appropriate, ongoing, ‘bespoke’ service for each high priority enquirer 

 

Visits 

 Booking appointments and liaising with appropriate staff 

 Overseeing the management of tours – briefing of Admissions & Communications Officers Ensuring 

relevant and up-to-date information about visiting families is available to the Head and other staff 

 Ensuring all visits are followed up by email or telephone  

 

Events 

 In conjunction with Director to organise and attend events for prospective and registered pupils and their 

parents, including taster days and Open Events many of which happen at weekends and evenings 



 Overseeing the management of Admissions events, including operational plans (delegating to A&C officers 

where appropriate), rota of A&C team attendance at Admissions events out of school hours.  

 

Applications 

 To oversee all administrative aspects of the admission of new pupils to the school 

 Liaise closely with the Junior School and Sixth Form with regard to admissions of pupils 

 To manage entrance tests including liaison with teaching staff for overseas applicants (including remote 

assessments) 

 To maintain proactive and timely communication with families throughout the admissions process e.g. 

following entrance tests, sending of joining papers, etc. 

 Liaise with Bursar’s secretary regarding applications for  financial assistance and projected pupil roll 

 Liaise with bursary staff in regards to collection of application fees, deposits and any other financial 

matters effecting pupil roll  

 To notify appropriate candidates of scholarship arrangements 

 Work with SIMS manager and Pastoral team to ensure new joiners to Y8-10 are allocated to appropriate 

teaching groups, tutoring groups and pupil mentor. 

 

Information 

 Sole responsibility for input, updating and all required maintenance of RSA database 

 Providing accurate statistical information for Head/SMT/Governors 

 Responsible for working with Headmaster and Head of Junior with regards to number of offers made / 

not made and waiting lists  

 

Feeder Schools 

 To work closely with Director to help develop an appropriate feeder school strategy and action plan, 

with the aim of fostering positive relations with chosen schools.  

 To develop a detailed knowledge of feeder and competitor schools, working with others as required. 

 To prepare local demographic and other such reports as and when required by the Director.  

 

Management & Development 

 To act as a joint line manager to the Admissions & Comms Officer x 2 ensuring that they feel motivated, 

valued and adequately trained for the task, and regularly appraised in line with the School’s policies 

 To undertake relevant training as agreed with the Director.  

 

Application procedure  

The recruitment process will require all applicants to complete an application form, accompanied by a letter of 

application, current CV and details of two referees. 

The application should be submitted either by post to: 

Mrs A Ross      Or electronically to: recruitment@colfes.com  

Human Resources 

Colfe’s School 

Horn Park Lane 

London SE12 8AW 

 

 

mailto:recruitment@colfes.com


 

 

 

 

Applications should be sent as soon as possible and by Noon, Friday 8 March at the latest. Colfe’s 

reserves the right to appoint to this post before the closing date if necessary. 

 

 

 

 

 

Colfe’s School is committed to safeguarding and promoting the welfare of children. All 

applicants must be willing to undergo child protection screening, including checks with past 

employers and the Disclosure & Barring Service. 

Summary Essential criteria Desirable criteria 

Skills & abilities  Excellent interpersonal communications skills with the 

ability to build and maintain relationships  

 A self-starter 

 Good time-management with proven ability to plan, 

organise and prioritise   

 The ability to balance short-term reactive tasks with 

longer-term development of strategies and systems 

 Attention to detail in all aspects of work and office 

management 

 

 Good at public 

speaking 

 Experience of 

managing a team 

 

Experience  Working in a large business-to-consumer (B2C) 

organisation with significant customer relationship 

experience 

 CRM and database management 

 Understanding of regulatory compliance and GDPR 

 Experience of 

independent 

schools or 

education 

 Experience of 

market research 

Qualifications  Degree-level education; or equivalent experience in 

marketing and/or communications  

 Member of CIPR 

or equivalent 

Personal circumstances  Highly presentable  

 Willing to attend school events outside normal school 

hours 

 Current driving 

licence 

 

Equality  You must be able to demonstrate that you understand, 

accept and are committed to the principles underlying 

equal opportunities 

 

Customer Care  Appreciation of effective customer care   


