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International Admissions Registrar 
Introduction from the Head of College 
Many thanks for your interest in Rendcomb College and as I say to the pupils, 
“Your adventure starts here!” 
 
Rendcomb College is a special place; one where pupils are free to explore academically and literally 
within a beautiful 230 acre environment. It is a safe place to try new things and we encourage pupils 
and staff to set ambitious goals, in the knowledge that teaching and learning is a journey which 
involves both success and challenge. Thanks to our small size, we are able to tailor and personalise 
each learning journey with staff and pupils enjoying warm, respectful and rewarding relationships. 
Our pupils are wonderfully genuine and decent; they want to learn and know that they have a 
responsibility in maintaining the “Rendcomb Family.” 
 
The College is currently enjoying an exciting period of change and development. There is a “can do” 
approach from all staff. Academic results are excellent and will continue to improve as further 
initiatives become embedded. Pupils enjoy a broad range of co-curricular activities and we 
encourage them to support each other as only a small school can. The Campus is transforming as 
buildings are being built, refurbished and modernised and includes a recently opened state of the art 
theatre. 
 
I am not alone in thinking that Rendcomb is a very happy and unique place and I look forward to 
receiving your application. 
 
Mr Rob Jones 
Head of College 

 
Our mission 
Our mission is to develop thoughtful, adventurous and academically ambitious young people who 
are life-long learners. We aim to prepare them with the character and skills to succeed in the ever-
changing world after school. Our pupils have the freedom to experience, explore and enquire about 
the world around them. We aim to encourage independence and tolerance in a safe, caring 
community and magnificent natural environment.  
 
Rendcomb College is a vibrant and rewarding place to work with a strong family ethos. We are 
committed to recruiting, developing and retaining high calibre academic and non-academic staff for 
our wonderful school. All staff, regardless of role, are employed directly by the school and all play an 
important part in the provision of our first-class education. 
 
Our non-teaching staff fill a wide variety of roles and work both part and full-time. They are very 
much part of our wider team and contribute to, and benefit from, the positive and family focused 
environment at Rendcomb College.  
 
The School 
Located between Cheltenham and Cirencester, Rendcomb College was founded in 1920 by Frederick 
Noel Hamilton Wills whose family have maintained an active part of the school including significant 
financial endowment and governance. While the school draws closer to its centenary, we maintain a 
vision and ethos that remains true to Wills’ original values of providing an inclusive and broad-
ranging education for our pupils. Rendcomb has evolved, developed and grown over the years and is 
now a thriving co-educational day and boarding School for 3-18 year olds totalling some 400 pupils. 
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The College owns some 200 acres of land including the Deer Park and the “Wilderness” which is an 
integral part of our Forest School and Outdoor Education provision. The College’s ten acres of 
pitches benefit from far-reaching and astounding views. An open air swimming pool lies next to the 
College buildings. The school boasts four new hard surface tennis courts, sports hall, and newly 
refurbished squash courts, gym and all weather astro turf. 
 
Recent developments include a state of the art Performing Arts Centre at the heart of the campus 
(opened in February 2017) and major refurbishment of the Science Laboratories; five laboratories 
now have separate teaching and practical areas putting Rendcomb at the forefront of teaching and 
learning facilities in this area of the curriculum.  Teaching and boarding facilities have also benefited 
from investment and an ambitious programme of facilities development is ongoing. 

 
International Registrar 
We are seeking a highly professional, well-organised and confident individual with experience in the 
recruitment of international students for British boarding schools, or the wider education sector. The 
successful candidate will have a proven track record of building new markets, reaching and 
surpassing targets and having the initiative to drive opportunity. The role will involve a high level of 
flexibility and extensive overseas travel as required. 
 
An understanding of the independent education sector and working with education agents will be an 
advantage. 
 
Our current international pupil base is drawn from 17 countries, and the expectation is that the new 
post-holder will seek to expand upon the work already done to widen our appeal and reach. 
 
The post holder will need to work closely with colleagues in the UK Admissions team and others 
across the college, but also be able to work independently when travelling and representing the 
school overseas.  
 

Main duties  
 Take overall responsibility for all international pupil registration and admissions-related 

aspects, including initial contact with the school through to enrolment.  

 Manage and develop relationships with key international agents. 

 To conduct interviews, both via Skype and in person, to assess suitability of applicants. 

 Arrange visits for prospective parents, liaising as necessary with the Head of College. 

 To work closely with Heads of Departments and others to administer and assess entrance 
tests as necessary in a timely and appropriate manner. 

 In conjunction with the Admissions Registrar and Director of Marketing, propose suitable 
international recruitment events to attend based on expected return and pupil enrolment 
numbers. 

 Work alongside the Admissions Registrar to maximise pupil enrolment numbers, ensuring a 
suitable and adequate balance of international and domestic pupils. 

 To attend recruitment events both nationally and internationally as may be required from 
time to time, ensuring at all times that Rendcomb is represented in a positive and 
professional manner. 

 Liaise with Director of Marketing regarding the production of marketing publications. 

 Produce correspondence, reports, presentations and other documentation as required 
within the overall Marketing framework for Rendcomb. 
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 Continue to preserve the warm rapport with existing agents and nurture new leads in a 
similar manner 

 Provide a suitable amount of cover for when the Admissions Registrar is away on annual 
leave to ensure that all enquiries, domestic and international, are dealt with promptly and 
efficiently. 

 Implement and refine all admissions related processes for international pupils, including the 
preparation of suitable documentation and marketing related literature. 

 Log and manage enquiries accurately via the database  

 Keep accurate and detailed recording of all necessary admissions data - producing reports  

 Working within agreed time-frames to ensure that decisions on prospective pupils are 
delivered swiftly. 

 In conjunction with the EAL Administrator, ensure that all international pupils are equipped 
with all necessary regulatory documentation prior to and during their time at school. 

 Maintain a regular analysis of international statistics and trends, including lost prospects 
complete with reasons for non-selection. 

 Attend regular Admissions and Marketing meetings, providing insight and guidance into 
where activity should be targeted. 

 Ensure all necessary student records and notes are kept up to date, including SEN and 
medical information, and ensuring compliance with the school’s policy on data protection.    

 Liaise with Head of College and Bursar for all matters relating to financial queries around 
international students. 

 Support any international events held at school during the year, including themed events 
and celebration days. 

 To assist at School promotional events as may be required, including induction days. 

 Lead and organise the international induction day. 

 Facilitate and organise FAM trips and international recruitment events. 

 Manage the Departmental budget. 

 Oversee the Travel Co-ordinator to ensure transfers for international pupils are managed 
effectively and to be the emergency point of contact for Travel. 

 To provide administrative support as may be required from time to time to support the 
wider needs of the school.  

 
The post holder may be required to perform duties other than those given in the job description for 
the post from time to time.  
 
The particular duties and responsibilities attached to posts may vary from time to time without 
changing the general character of the duties or the level of responsibility entailed 

Terms and conditions 
 
The post holder will normally be required to work Monday-Friday throughout the year. Hours of 
work will be 8.30am to 5pm during school term-time, 9am to 4pm during school holidays. It is 
recognised that owing to the nature of the role, it may be necessary for some work outside these 
hours to ensure a timely and efficient response to those in other countries. Holiday entitlement will 
be 25 days per year (plus bank-holidays). Holiday will need to be booked in agreement with the Head 
of College and the Admissions Registrar, and in conjunction with the overall needs of the business. It 
is expected that holidays will not be taken during term-time other than in exceptional circumstances. 
This role is not suitable for home-working. 
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Person Specification 
Essential  

 Substantial proven experience of pupil recruitment in the independent sector 

 Exceptional written and oral communication skills, with a proven ability to build a positive 
and collaborative rapport with all stakeholders  

 Knowledge of Tier 4 visa requirements 

 Excellent interpersonal skills with a diverse range of stakeholders  

 Excellent organisational and planning skills with a strong ability to multitask and adapt to 
changing priorities 

 Stay calm under pressure and work to deadlines  

 Self-motivated and proactive with the ability to work as part of a small team  

 Flexibility and adaptability  

 Collaborative in their approach  

 Excellent knowledge of the independent sector  

 Highly proficient in the use of IT including Outlook and other Microsoft applications  

 Professional attitude and approach to working at all times  

 Exceptional attention to detail  

 Positive and friendly manner  

 Desire to improve personal and departmental standards  

 Strong IT and administrative skills  

 An appreciation of the aims and ethos of Rendcomb College  

 A knowledge of standard software packages and the ability to learn company-specific 
software if required 

 
Desirable 

 Experience of international work-dependent travel 

 

 
Applications are accepted by clicking here and clicking the blue “Quick Apply” button. Please also 
email your CV, together with a covering letter to Mrs Hannah Boydell at 
HR@rendcombcollege.org.uk 
 
All applicants who are short-listed for the post will be expected to undertake an in-tray exercise as 
part of the assessment process. 
 

No agencies please 
We reserve the right to withdraw vacancies at any time 

https://www.tes.com/jobs/vacancy/international-admissions-registrar-gloucestershire-1116957?preview=1
mailto:HR@rendcombcollege.org.uk

