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Admissions Manager 
 

The Post  
The Queen's School is looking for an outstanding candidate to help manage and grow this key function.  

 

Reporting to, and working closely with the Director of External Relations, this is an exciting opportunity to help 

deliver a first-class parent experience, and ensure prospective pupils and parents are engaged by the school. 

The ideal candidate will be passionate about customer service and education and committed to delivering an 

excellent experience to our families throughout their journey with the school, including getting to know each 

family’s unique needs and situation. In addition to possessing excellent attention to detail and superb 

communications skills, you will be goal and results orientated, and you will also bring a deep understanding 

and passion to deliver best in class customer service.  

 

The Admissions Manager will help deliver the strategic direction, management and growth of student 

recruitment and admissions activities. This includes the development of business relationships and 

opportunities domestically and internationally and implementing admission and recruitment strategies to 

achieve agreed targets. 

 

Applicants should ideally have a thorough knowledge of the admissions process in an independent school or 

experience in a customer relationship management role for a quality, high value brand. They must be an 

experienced and confident administrator with excellent data management, data analysis and IT skills.  

 

Moreover, the successful candidate must be flexible in their approach to the work and hours required in order 

to meet the needs of the School.  

 

Remuneration  
Salary:  Salary is dependent on ability and experience and reflecting the nature and importance of the 

post. Salary will be paid between points 22-28 on The Queen’s School operations staff salary 

scale, range £22,205 - £26,770 per annum.  

 

Pension:  The School will comply with its legal obligations in relation to the provision of access to a 

  pension scheme and will automatically enrol you in a pension scheme as and when required 

  by law. Full details will be provided to you with your first salary payment.  

 

Holidays:  This post carries 5 weeks holiday pay plus paid bank holidays, increasing to 6 week after 5 

  years’ service. Holidays cannot be taken in term time. Up to 2 additional unpaid weeks’ leave 

  may be negotiated per annum.  

 

Fees:  Discounted school fees are available for the successful candidate following a probationary 

  period.  

 

Working Hours  

• 37.5 hours per week, full-time. Usual working hours will be 8.30 am – 5.00 pm, Monday to Friday with 

an hour unpaid breaks during the day. However, there is a requirement for flexibility in terms of time 

commitment and additional hours worked in the evenings and weekends will generally be 

compensated as time off in lieu where authorised and agreed in advance.  
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Interview and Appointment  

• Please notify the school if you have any disability for which special arrangements need to be made for 

either the interview or if the position is offered.  

 

• Candidates should be aware that the appointment will be subject to an enhanced Disclosure and 

Barring Service check.  

 

• Successful candidates will also be asked to confirm that they are medically fit to carry out the duties 

associated with this post.  

 

• Employers have a legal duty to verify that new employees are eligible to work in this country, under 

the Immigration Asylum and Nationality Act 2006. Therefore, the successful candidate will be asked to 

produce their passport and/or visa before commencing work.  

 

• It is also our policy to ask to see original certificate(s) of qualification(s) upon acceptance of the post. A 

photocopy will be retained for our records in both cases.  

 

General  

To meet with legal requirements please read a copy of our Safer Recruitment Policy, containing our 

Employment of Ex-offenders Policy, which can be accessed via our website.  

 

Application  

The application form and a letter of application, which should be no more than one side of A4, should be 

addressed to Mrs S Wallace-Woodroffe, Headmistress by 9am on Friday 17th September 2021 and emailed to 

recruitment@thequeensschool.co.uk.  

 

Interviews will be held during the week commencing 20th September 2021. If you have not heard from us by 

22nd September 2021 please assume that your application has not been successful in this instance. For further 

information, you may wish to visit our website www.thequeensschool.co.uk and social media channels before 

you come to the School. 
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