Admissions Coordinator
Reporting to:

Director of Admissions & Marketing
Overview:

The post is part time, throughout the year and will be part of Admissions & Marketing function of the school. It is an administrative role for 22.5 hours a week, usually 13:00 to 17:30 during term time (with occasional mornings for Admissions events). There will also be occasions where there is an admissions/marketing event on a Saturday which you would be required to attend. This role requires a high level of time and task management and a flexible approach to dealing with prospective families. Organisation and excellent communication skills are key.
The tasks you will be involved with will include, but are not limited to, those outlined below.
Duties and Responsibilities:
· Admissions enquiries in person, on the telephone and online.
· Sending out marketing materials to enquiring families.
· Processing applications from first enquiry to joining the school.
· Inputting of new pupil data on to our ISAMS management system and providing reports.
· Updating pupil records within the fee/billing module of ISAMs with registration and acceptance deposits.
· Coordination of pupil assessments.
· Liaison with feeder schools and nurseries.
· Organising tours of the school (with occasional touring).
· Coordinating new pupil events e.g. stay and play sessions, taster days.
· Prospective pupil paper file management and file archiving.
· Sending out offer paperwork.
· Collation and data entry of new-joiner forms.
· Assisting the Director of Admissions & Marketing with ‘open days’ and other marketing events.
· Assisting the school office with answering the telephone and greeting visitors.

· Assisting the school office with first aid.
Skills & Attributes:
· Effective communicator both orally and in writing, with good interpersonal skills.
· Good understanding of data management tools.
· High level of computer literacy.
· Work to a high standard whilst under pressure to meet deadlines.
· Well organised and flexible
· Excellent communication skills, friendly and professional approach to all stakeholders (pupils, parents and colleagues)
· Ability to work well within a small team but also to work on their own initiative.
· Willingness to undertake training and development.
· Previous experience of working in a school environment, or similar, would be beneficial. Alternatively a sales/service background.
· A commitment to the welfare and safeguarding of children.
Salary & Benefits:
· Salary will be competitive and subject to experience

· Holiday entitlement of 30 days per annum (pro rata) plus bank holidays, including 3 days leave to cover the period surrounding the Christmas and New Year shutdown.

Refreshments are provided free of charge during term time.
· All employees benefit from a life assurance scheme.
Post is subject to suitable Disclosure and Barring Service check, health questionnaire return and references.
