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Registrar 

To commence March 2019 

 

Farleigh School, a vibrant and thriving independent prep school for boys and girls 

aged 3-13, near Andover in Hampshire, seeks to appoint an organised and self-

motivated Registrar to join the school in this pivotal role.  

 

Building on an already successful department, the individual will ensure that the 

school remains at capacity for current and future academic years. This role also 

provides support to the School Office by answering telephone calls and assisting with 

day-to-day office duties.  

 

This role will suit applicants with excellent communication, organisational and IT 

skills. Attention to detail, integrity and discretion are all essential. Previous 

experience in a similar role and an AMDIS Certificate in Admissions Management is 

highly desirable.  

 

The hours of work are 37.5 per week Monday – Friday. This is a year round (not 

term-time only) appointment.  

 

All candidates must complete a Farleigh School application form in order to apply for 

this position. For further information and an application pack please contact Human 

Resources at Farleigh School by email hr@farleighschool.com or call 01264 712863.  

 

Closing date: Monday 4th February 2019 

 

Interviews will be held during week commencing 11th February 2019.  

 

Farleigh School reserves the right to appoint at any time during the recruitment 

process.  

 

Farleigh School is committed to safeguarding and promoting the welfare of children 

and expects all staff and volunteers to share this commitment. The successful 

applicant(s) must be willing to undergo appropriate Child Protection Screening, 

including references from past employers and an enhanced DBS disclosure. 

 

www.farleighschool.com 

 

mailto:hr@farleighschool.com
http://www.farleighschool.com/
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JOB 

DESCRIPTION  
Registrar 

Responsible to: 
Accountable to the Headmaster and line managed by the Director of Finance & 

Operations (DFO) 

Purpose of the 

job: 

Maximise pupil numbers to the required capacity for current and future academic years, 

in accordance with the school’s entry policy.   

Coordinate the complete admissions process from initial enquiry, dispatch of 

prospectuses and other information, keeping in touch, registration, visit, assessment, 

organise children’s taster day/nights, to issuing contracts and receiving acceptances and 

deposits, prior to a pupil joining the school.  

Care for and communicate with prospective parents in a timely and fair manner, 

ensuring that their needs are satisfied, making sure that Farleigh School is the right school 

for their child but, equally, their child is right for the school. 

Inform the Senior Management Team and Governors of current and future trends, 

helping to inform budgets and predict future facilities needs, ultimately making the 

school more effective. 

Develop strategies and organise events (with the Director of Marketing) to raise the 

profile of the school, to encourage new registrations and keep the interest of prospective 

parents. 

Particular 

Responsibilities: 

The Registrar will, in relation to prospective parents and pupils: 

1. Be the primary point of contact for admissions enquiries, advising parents of the 

Admissions Policy and the likelihood of places, providing essential customer care; 

2. Dispatch prospectus packs and other relevant information and maintain contact; 

3. Manage the registration process in accordance with the Admissions Policy, 

maintaining databases, pupil planning lists and waiting lists; 

4. Organise parents’ meetings/interviews with the Head and tours of the School and help 

with marketing events, such as Open Days; 

5. Liaise with parents, Learning Support and the child’s current school to arrange 

assessments for prep school prospective pupils; 

6. Offer places to (or decline) pupils in line with the Independent Association of Prep 

Schools’ (IAPS) code of practice in relation to school transfers; 

7. Monitor current and future trends, advising the Head, DFO and Governors in order to 

inform budgets, and provide other staff with relevant data and statistics; 

8. Liaise with the Director of Marketing in order to target marketing of prospective 

parents/pupils; 

9. Be the lead authority on the admissions database systems, attending users’ group 

meetings; 

10. Maintain UKVI licenses and collate necessary information on overseas pupils; 

11. Support the School Reception and Office by answering telephone calls and assisting 

with day-to-day duties;  

12. Carry out any other duties commensurate to the post. 
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Particular 

Skills:  

 

 

The Registrar will: 

1. Reflect the School’s ethos and values; 

2. Be educated to a good standard in English and Mathematics; 

3. Be IT literate and an advanced user and manager of databases; 

4. Have proven organisational skills, with excellent attention to detail and accuracy; 

5. Have exceptional and effective communication skills, with an appropriate manner, 

whilst demonstrating integrity and discretion; 

6. Be able to prioritise and respond in a timely manner, work diligently, with the ability 

to meet tight deadlines; 

7. Be self-motivated, show initiative as a creative problem-solver and be able to think 

ahead; 

8. Be happy to work in a busy and demanding environment, with a cooperative attitude; 

9. Have all the qualities to be the public face and voice of Farleigh School and support 

the school fully in this highly responsible position. 

 

Review: 

This job description will be reviewed and may be subject to amendment or modification 

at any time after consultation with the post holder.  It is not a comprehensive statement of 

procedures and tasks but sets out the main expectations of the School in relation to the 

post holder’s professional responsibilities and duties. 

 

Safeguarding 

Farleigh School is committed to safeguarding and promoting the welfare of children and 

expects all staff and volunteers to share this commitment.  You will undertake your role 

and responsibilities in accordance with Farleigh School Safeguarding and Child 

Protection Policy and Guidelines.  The successful applicant will be required to have an 

enhanced DBS disclosure. 

 

 


