
Job description: Admissions Assistant 

The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. 

Summary of the role: 

Wolverhampton Grammar School is a co-educational independent day school. The Admissions Assistant will work as part of a small 
specialist team to support the delivery of the student recruitment and admissions process, from a parent making an initial enquiry, or 
attending their first event, to their son or daughter becoming a pupil of the School - confident in the knowledge that Wolverhampton 
Grammar School is the right environment for them. 
 
The primary purpose of the role is to support the Admissions Registrar in delivering this process in a professional, efficient and 
discreet manner with the aim of ensuring key admissions processes adhere to the School’s Admissions Policy and support School 
targets. 
 
The successful candidate will be an important public face of the School and excellent administrative and communication skills are 
essential. Your personal presentation, approachability and ‘can do’ attitude is a vital part of the role. For the majority of prospective 
parents and their families, you will be their first contact with Wolverhampton Grammar School, an outstanding level of customer 
service and attention to detail is therefore key. 
 
The role would suit someone who has good interpersonal, administrative and IT skills who is keen to build their Marketing or school 
career, or has previously worked in a school’s Admissions Office. This is a busy and varied role; the post holder will have excellent 
organisational skills, work well under pressure, be able to demonstrate good use of initiative with the ability to multi-task and 
prioritise. The post holder will work closely with a range of colleagues within the wider professional support staff teams, as well as 
with teaching staff across the School, so good interpersonal skills are vital. 
 
You will therefore have the skills to develop successful relationships, deliver events, have excellent administrative skills and be a 
strong team worker.  The nature of the post requires a flexible attitude to work. 

Contract/Hours of Work: 37.5 hours per week, all year round 

Pay Grade: SCP 22-26 (Currently £20,024 to £22,884) dependent on experience 

Line Manager Admissions Registrar 

Main duties and responsibilities: 

Promoting and safeguarding the welfare of children and young persons for who you are responsible and with whom you come into 
contact. 

Wolverhampton Grammar School is a leading independent School with a reputation for excellence.  Rigorous educational standards 
combined with a culture of responsibility, individuality and sense of community combine to ensure every one of our students is 
treated as an individual within a community like no other. 
 
To assist the School with the delivery of an effective student recruitment and admissions process. In particular: 
 
Admissions 

 Work with the Admissions Registrar to proactively develop student recruitment to support the ongoing growth of the School. 



 Actively participate in recruitment campaigns and support in the organisation and delivery of all student recruitment, 
community engagement and conversion events including Open events and Discovery Days etc. 

 Be fully informed about School life, the curriculum and keep up to date with School developments to be able to deliver 
inspiring and informative School tours and respond directly to Admissions enquiries and visitors. 

 Request school reports and liaise proactively with feeder schools. Update feeder school contacts and records.  

 Liaise with Local Education Authorities as necessary. 

 Distribution of promotional and admissions literature to prospective parents and feeder schools. 

 Preparation of materials for Open Events, individual visits and other school recruitment fairs and exhibitions, and attend as 
necessary. 

 Maintain the iSAMS Admissions Portal, updating information and records, inputting prospective and enquiry information 
ensuring accurate and timely data updates, accurate new data entry and conducting data searches/queries. 

 Support ongoing communications with all enquirers throughout the Admissions and Conversion cycle. 

 Support the Admissions Registrar with the compilation of statistical information and the analysis of Entrance 
Test/Assessment Data. 

 Support the Admissions Registrar in the promotion, recruitment and administration of School Scholarships and Bursary 
recipients. 

 Ensure all data is kept and handled in accordance with the GDPR and PECR regulations. 
 
Transition Arrangements 

 Support the Admissions Registrar in the delivery of transition arrangements for new students joining our School; as well as 
students moving from Wolverhampton Grammar School’s Junior School to Year 7, and Year 11 to Sixth Form. 

 
Marketing & Administrative Support 

 Contribute to the ongoing development and maintenance of the school website to ensure it supports student recruitment and 
admissions. 

 Contribute to the ongoing maintenance of information provided about the School on digital and print recruitment portals. 

 Contribute to the ongoing delivery of student recruitment messages using our School social media channels.  

 Support the creation of student recruitment materials. 

 Provide administrative support as necessary to the wider marketing and admissions team including key events such as Open 
Day and Parents' Evenings and ordering and maintaining stock of promotional merchandise as necessary 

 Liaising with various media outlets to arrange student recruitment advertising and the promotion of positive, proactive press 
stories help ensure external online directories listing the school are correct and up to date. 

 
General Duties: 

 To participate in the school’s staff appraisal system as appropriate 

 To take responsibility for promoting and safeguarding the welfare of children and young people 

 To present the best possible image of the school in general, and, in particular, in all contact and communications with alumni, 
the general public, visitors, parents, students, customers, suppliers and all other external organisations. 

 To undertake training and staff development as needed and as determined by the school management. 

 To undertake such other duties, commensurate with the post, which your manager, or other members of the Senior 
Management Team may reasonably and occasionally require, including working evenings and covering for absent colleagues 

School Policies and Procedures: 



To adhere to all school policies and procedures. 

  



Person Specification 

The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. 

 Essential Desirable Method of assessment 

 
These are qualities without which the Applicant could not be 
appointed 

These are extra qualities which can be used to choose between 
applicants who meet all of the essential criteria 

 

Qualifications 

The professional, technical or academic qualifications 
that the Applicant must have to undertake the role or the 
training that they must have received 

Good general level of education. 

The professional, technical or academic qualifications that 
the Applicant would ideally have to undertake the role or 
the training that they should ideally have received 

Educated to degree level standard or equivalent 

Relevant vocational qualification 

Experience in an educational environment 

Production of the Applicant’s certificates 

 

Discussion at interview 

 

Independent verification of qualifications 

Experience 

The categories of work or organisations, types of 
achievements and activities that would be likely to 
predict success in the role 

Experience of a sales or customer-facing environment 
demonstrating an understanding of a customer service 
approach and skills. 

Working in a professional office environment and 
working with confidential data. 

Experience of relationship building. 

Experience of delivering tailored communications and 
events. 

Experience of working with a large database/a Customer 
Relationship Management (CRM)/School Admissions 
system like iSAMS 

The categories of work or organisations, types of 
achievements and activities that would be likely to 
contribute to success in the role 

Experience of the admissions process in an independent 
school  

Experience of website Content Management Systems 
(CMS) 

Experience of using social media in a professional context 

 

 

Contents of the application form 
 
Interview 
 
Professional references 

Skills 

The skills required by the Applicant to perform effectively 
in the role 

Excellent interpersonal and communications skills 
including the ability to relate well to people on all levels 
with sensitivity, tact and diplomacy. 

Excellent standard of written English and numeracy skills. 

The skills that would enable the Applicant to perform 
effectively in the role 

Able to handle difficult questions in a positive and 
confident manner  

 

Contents of the application form 
 
Interview 
 
Professional references 



A customer service approach to Admissions, ensuring 
that parental needs are met and the ability to give 
inspiring tours of the School.  

First class organisational and administrative skills, with 
the ability to remain calm under pressure and work 
autonomously to tight deadlines. Outstanding attention 
to detail. 

Able to maintain a high work rate and to self-manage a 
range of tasks and competing priorities.  

Excellent telephone manner and ability to deal with 
callers and visitors in a calm and courteous way.  

Sufficient numeracy to deal with statistical data. Accuracy 
and attention to detail. 

Ability to communicate effectively to all key stakeholders 
using a variety of platforms including social media, digital 
media, telephone and face to face communications 

Able to work well in a team and to promote the 
department in a professional manner. 

Able to work calmly under pressure and project manage 
as necessary. 

Ability to prioritise and escalate work schedules. 

Knowledge 

The knowledge required by the Applicant to perform 
effectively in the role 

Experienced user of Microsoft packages including Office, 
Outlook. 

Confident and adept in use of Word, Excel, Power point, 
OneDrive etc and database input.  

The knowledge that would enable the Applicant to perform 
effectively in the role 

Contents of the application form 
 
Interview 
 
Professional references 



Personal 
competencies 
and qualities 

The personal qualities that the Applicant requires to 
perform effectively in the role and to ensure that the 
Applicant safeguards and promotes the welfare of 
children and young people 

 

A high level of personal integrity, with proven experience 
of handling sensitive situations with tact and diplomacy 
and with complete respect for confidentiality.  

Empathetic approach towards parents going through the 
admissions process.  

Drive, energy, stamina, enthusiasm. 

A willingness to give generously of their time to 
participate in and support school events/ activities. 

A genuine interest in the work of the School to ensure 
knowledge of our offer constantly up to date. 

An enjoyment of working with and being in the company 
of children.  

Professional and friendly demeanour.  

Exceptional personal presentation, well-groomed, with 
dress standards and appearance appropriate to the role.  

Flexible and able to work as part of a team, including the 
ability to undertake occasional out of hours work during 
evenings, weekends etc. 

Suitable to work with children and young people. 

Commitment to high standards of service. 

Enthusiastic and outgoing personality and ability to offer 
occasional reception cover as required.  

Self-starter, with the ability to think proactively. 

Energy and stamina 

Motivation to work with children and young people 

Ability to form and maintain appropriate relationships 
and personal boundaries with children and young people. 

The personal qualities that would assist the Applicant to 
perform effectively in the role 

Contents of the application form 
 
Interview 
 
Professional references 

 


