
Application Pack
for the position of

Admissions Assistant (part-time)

Start date: as soon as possible













The Department
The Admissions Assistant will be part of a team of three staff, including the Director of
Admissions, who has responsibility for managing the team. The Admissions Assistant
works closely with, and will occasionally take direction from the Admissions Officer.

This will be a varied and challenging post for a candidate with previous administration
experience who wishes to be involved in a professional and busy school community.

The role requires excellent organisational and time management skills, the ability to
work as part of a team, work under pressure and the ability to multitask.

The candidate must be proactive, flexible and positive. The applicant requires
professionalism and discretion and a strong attention to detail. This is an ideal role for
someone who enjoys interacting with people and providing a high level of customer
service to prospective parents.

The job incumbent will often be dealing with parents who are anxious or demanding
and a high level of understanding, sensitivity and patience is essential along with a
degree of humour.



Key Responsibilities
● Managing the ‘Admissions Diary’ for prospective parents. This involves:

○ booking appointments for prospective families with the Head, the
Director of Admissions, and organising Sixth Form tour guides

○ booking appointments with EAL/SEN staff where appropriate
○ organising Zoom calls/interviews with Senior Leadership Team, making

sure that the Head of EAL is invited where necessary
○ liaising with staff about ad hoc taster visits for prospective pupils,

ensuring that the appropriate Shadows have been allocated and girls
have been fully briefed

○ running the weekly Visit Diary on a Thursday and circulating the visit
diary to appropriate staff on Friday, ensuring that all relevant
arrangements and tour guides are in place for the following week’s tours

○ running Visit Notes ready to be circulated to relevant staff on a Friday, in
advance of the next week’s visits

○ preparing bags of relevant literature for visiting families on a Friday,
ready for the following week’s visits

○ Occasionally deputising for the Director of Admissions or Admissions
Officer and meeting with families after they have toured the school to
outline the admissions process

○ adding Head’s' Visit Notes to SchoolBase following family visits to the
school

● Responsibility for replying to email traffic in the ‘Admissions in-box’. This
involves reading, understanding and actioning requests from prospective
parents and Agents and, where necessary, forwarding them to the relevant
member of staff or team member. All messages should be responded to
within 48 hours

● Responding to parental requests for prospectuses via phone and website
● Capturing data of potential new students and entering on to the Admissions

Database (SchoolBase)
● Updating/cross checking information on existing pupil records with

information gathered from Registration and Acceptance forms, ensuring all
information is accurately input and put within the relevant fields

● Making up new files for registered candidates
● Assisting the annual roll-over of new pupil records on Schoolbase, ensuring

that prospective pupils now show as new pupil records. Updating pupil records
with information from New Joiners forms





● Running regular and ad hoc reports from SchoolBase
● Collating all information from new joiners and cascading information where

appropriate
● Maintaining prospective pupil files and archiving where appropriate
● Requesting prospective pupil transfer reports from feeder schools
● Initiating new agency agreements when required and filing references and

signed agreements
● Completing CAS request forms for our legal immigration partner for new

overseas pupils and Year 11 pupils staying at St George’s for Sixth Form study
● Send and collate half termly, and end of term spreadsheets to capture the

movement of boarders subject to immigration control to the Housemistresses.
Once checked by the Deputy Head, Pastoral, these should be forwarded to our
immigration partner

● Collation and scanning of overseas pupils documentation to ensure
compliance with UKVI such as birth certificates, Parental Consent Letters,
Passport, Vignette, BRP cards. These should also be scanned and saved on
overseas pupils' SchoolBase records

● Ensure that BRP expiry dates are logged and managed in the Admissions
departmental calendar

● Assist the Head’s PA with co-ordinating lunch visits for feeder school Head
teachers and Agents

● Assist with the organisation of, and attend Admissions events such as Open
Morning, Future Georgians’ Day, Education Days, Freshers’ BBQ, 11+ Assessment
Day and Feeder School What School Next Events. This will involve evening and
weekend work

● All other tasks as reasonably required by the Director of Admissions



Person Specification
● Excellent verbal and written communication skills
● Strong and competent IT skills and the ability to use a range of Google and

Microsoft packages including Word and Excel (training on SchoolBase will be
provided)

● A willingness to learn
● Strong organisational skills and an ability to be able to work independently

when necessary
● Keen eye for detail

Desirable

● Educated to A level standard or degree standard
● Smart in appearance with a welcoming and professional manner
● Excellent communicator
● Be a supportive team player
● Be flexible with a ‘can do’ attitude
● Be able to stay calm under pressure
● Be diplomatic, discreet and confidential at all times

The successful candidate will:-

● Have a professional, helpful and friendly approach in order to ensure a positive
image is conveyed

● Be motivated with drive and enthusiasm
● Be resilient and able to cope with the rigours of the busy Admissions and

Marketing
Department

● Be committed to the School’s values and ethos





Salary and Further Information

Support Staff

a. Start date: as soon as possible

b.Salary: The salary range for this role will be between £16,000 - £20,500 per annum
based on the hours agreed.

c.Pension: The successful candidate will be auto-enrolled into the School’s pension
scheme if eligible.

d.Hours of work: The successful candidate will be required to work an average of
25-32 hours per week, usually during the School working day (8.30 - 17.00). The
exact hours and days worked are negotiable. This is a role that requires working
throughout the year ie it is not a term time only position. There will be a
requirement to work some evenings or weekends to support School and
Admission related events for which time off will be given in lieu. The successful
candidate will be entitled to the pro rata holiday entitlement of 6.6 weeks (to
include Public and Bank Holidays), of which one week must be taken during the
School closedown over Christmas.

e.Notice Period: There will be a probationary period of one year during which time
the notice period will be two months. Thereafter, the notice period required by
either side to terminate your employment will be one full term.





Additional Staff Benefits
• Use of facilities

• Staff have use of state-of-the-art gym with Technogym equipment
at allocated times

• Staff swimming sessions and family swimming sessions in the recently
built 25m, 6-lane indoor pool

• Supportive Continuing Professional Development (CPD) programme

• Ample free onsite parking

• Freshly prepared, nutritious lunches in the Dining Room during term time.
Refreshments are also available throughout the day in the Staff Room.
Meals and refreshments are free of charge.

• There are a number of social events throughout the year that staff are invited
to attend.

• The post holder’s children may, upon passing the entrance assessments, be eligible
at the discretion of the Governors for a reduction on the basic tuition fees.





The Process
Letters of application to the Head, Mrs Hewer, should be no more than two sides of A4
and, together with the completed application form and confidential cover sheet
should be emailed to recruitment@stgeorges-ascot.org.uk

The School reserves the right to interview and/or appoint at any time during the
recruitment process. The position will close as and when a suitable candidate is
appointed.

First round interviews will be conducted online with final round interviews in person.

Any queries about this post may be made in the first instance to Kerry Bertram,
Director of Admissions (kbertram@stgeorges-ascot.org.uk)

St George’s School is committed to safeguarding the welfare of children at the School. A review of open source
social media and online content will be conducted after candidates have been shortlisted and you may be asked
about this at interview. The appointment will be subject to a successful disclosure check from the Disclosure and
Barring Service. This will give details of all spent and unspent convictions and other recordable matters. A policy
on the recruitment of ex-offenders is available, if required, from the School Office. The supplied references will be
taken up and the School may approach previous employers for information to verify particular experience or
qualifications. A medical questionnaire will be required to be completed by the successful candidate.

mailto:kbertram@stgeorges-ascot.org.uk



