
 

 
 

 

 
ADMISSIONS ASSISTANT 

Job Description 

 

The Admissions Office holds a place of vital importance in the School. For the majority of prospective 

parents and agents, it is their first contact with Warminster School. First impressions count and the School 

prides itself on the professionalism and excellence of its customer service.  

 

The post holder works closely with the Head of Admissions and the Deputy Head of Admissions to provide 

a professional and high quality admissions service to all enquirers, applicants and their families, both from the 

UK and abroad.  The Admissions Assistant works collaboratively to deliver a high quality standard of support, 

ensuring that services are efficient and effective.  The post holder will provide administrative support to 

ensure that procedures are adhered to and specific projects are effective. 

 

This is a busy and varied role involving daily communication with external agency staff, academic staff, pupils 

and visiting families.  The post holder needs to work well under pressure, to have excellent organisational 

skills, to demonstrate good use of initiative and to have the ability to multi-task and prioritise.  A collaborative 

and coherent approach is essential to ensure that, regardless of circumstances, the team are fully conversant 

with processes and procedures and able to contribute effectively to any activity within the team.  The Head 

of Admissions travels frequently on recruitment trips and the Deputy manages the office during these times, 

dealing with enquiries, making appointments and conducting interviews and testing as appropriate.  The post-

holder will need to support the team at all times. 
 

Database Management 

Effective use of the data management system is essential.   

The Admissions Assistant will be required to: 

 Enter data accurately and within appropriate timescales into the pupil database system from initial enquiry 

onwards. 

 

Analysis and Research 

The post holder will be required to 

 Undertake further CPD and database training as necessary to enable the development, creation and use 

of admissions statistical reports, in order to monitor progress against targets and identify trends. 

 

Admissions Process 

 The Admissions Assistant’s involvement in the recruitment process is to support the Head and Deputy 

Head of Admissions in their roles. 

 Meet with families if needed when The Head of Admissions is not in the office 
 

Administration 

 General administrative support duties to ensure the smooth running of the Admissions Office. 

 Responds efficiently to a constant stream of questions via telephone and email regarding the School and 

the Admissions process from prospective and new parents, and agencies.  This includes communicating 

clearly with those who may not be familiar with the British education system and for whom English is 

not their first language. 

 Sends out promotional literature to prospective families and other representatives. 

 Liaises with Head of Communications to ensure that there is a sufficient supply of school promotional 

material available for admissions use, including exhibitions. 

 Amends/updates Joining Pack as required. 



 Ensures that proper correspondence and documentation is received and acknowledged, filed, and that 

departments are notified as appropriate. 

 Processes admissions documents. 

 Provides support for the administration relevant to pupil visas. 

 

Other 

 Create a positive image of the School. 

 

Person Specification: 

It is not an essential requirement that the post holder has a recognised qualification in marketing or sales, 

however evidence and relevant experience of the following is desirable: 

 Educated to GCSE Level (or equivalent) and preferably A Level; 

 Experience of delivering customer service and working with people; 

 Initiative and a positive attitude; 

 Good organisational and administrative skills; excellent attention to detail; 

 Ability to work accurately and effectively to deadlines; 

 Ability to interact positively and effectively with staff, pupils and visitors; 

 The capacity to work full time including during the school holidays; 

 The enthusiasm to support new projects and help to see them through. 

 

Terms & Conditions 

 Hours 8.30am–5.30pm during term time with some flexibility during school holidays; 

 1 year fixed term maternity cover 

 23 days annual leave to be taken during the school holiday periods; 

 Salary range £17,500 to £20,500 p.a. depending on experience. 
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