
 

 

King’s Ely 

Admissions Officer 

Job Description 

Department Structure 

    Head of Pupil Recruitment 

 
Assistant to the Head of Pupil Recruitment - International Admissions Coordinator – 

Admissions Officer 
 

The Admissions Officer is directly responsible to the Head of Pupil Recruitment and works 

closely with, and in support of, the International Admissions Co-Ordinator and the Assistant to 

the Head of Pupil Recruitment. 

The Admissions Officer has the following duties and responsibilities: 

 To be responsible for ensuring the accurate recording of admissions data relating to the 
Admissions and Recruitment of pupils (both day and boarding) to King’s Ely from enquiries 
through distribution of information, data entry, organisation of visits and assessments, 
management of offers, the assignment of a Confirmation of Studies certificate/visa (as 
appropriate) to enrolment. 

 To arrange the preparation, design and production of database reports and spreadsheet data 
as requested, including weekly updates throughout the year on the status of enquiries, 
registrations, applications, offers made and responses received to the Head of Pupil 
Recruitment and the Executive Officer. 

 To work alongside the International Admissions Co-Ordinator to ensure the accurate entry 
of International pupil application and admission process data, including the required 
documentation by international pupil applicants, their families and agents to ensure the 
School’s full compliance with the UKVI Tier 4 regulations and guidance for the issuing of a 
Confirmation of Studies certificate/visa. 

 To work alongside the Assistant to the Head of Pupil Recruitment to ensure the accurate 
entry of UK pupil application and admission process data, including registrations, offers and 
acceptances and payment of registration and acceptance charges. 

 To work alongside the International Admissions Co-Ordinator and the Assistant to the Head 
of Pupil Recruitment with the offer of places at the School, the issuing of all relevant school 
documentation for new entrants, the return of the completed documentation where 
relevant and the maintenance of applicants records and responses. 

 To work alongside the International Admissions Co-Ordinator and the Assistant to the Head 
of Pupil Recruitment with preparing and issuing the arrangements for a new pupil’s 
academic and pastoral needs prior to enrolment by liaison with appropriate School staff, 
including form allocation, preparation of pupil induction materials as required and providing 
relevant academic and pastoral staff with the required documentation relating to a new 
pupil. 



 

 

 To work alongside the International Admissions Co-Ordinator and the Assistant to the Head 
of Pupil Recruitment with the development and maintenance of excellent relationships with 
parents, guardians, agents and prospective pupils throughout the admissions process and an 
approachable, prompt and welcoming response to enquiries concerning admissions. 

 To ensure that the parent, guardian, agent and pupil experience during the admissions 
process provides a positive impression of the School. 

 To be responsible for Receptionist cover duties at the Old Palace at lunchtimes and before 
9am Monday to Friday and at other times as requested by the Head of Pupil Recruitment. 

 To support the aims and objectives of King’s Ely 

 To comply with the King’s Ely Health and Safety Policy 

 To comply with the King’s Ely Code of Conduct 

 To carry out the above duties and responsibilities and additional duties and responsibilities if 
so directed by the Principal or Executive Officer or their representative.  

 This description is not exhaustive and may well be subject to change over time.  The 
intention is to offer candidates an accurate impression of the expectations commensurate 
with the post and an outline of the role as it is envisaged at this time.   

Remuneration and Hours 

Hours:   Monday – Friday 08.00 – 15.00 with 30 minutes lunch break (all year) 
Start Date:   July 2019 
Salary:   Up to £18,650/annum 
Holidays:   22 days a year annual leave allowance plus 3 days Christmas “shutdown” 

plus 8 days a year public holidays (total of 33 days a year). 
Probationary Period:  6 months 
 

Training 

King’s Ely recognises the value of training its staff in relevant areas to enable them to fulfil their 

potential, and to maintain a happy and committed workforce.  Some Health and Safety training 

would be essential. 

Terms & Conditions 
 

Anyone not eligible to join the Teachers’ Pension Scheme (TPS) will be enrolled in the 
statutory auto-enrolment pension scheme (age and salary threshold dependent).  The employer 
and employee contribution rates for the auto-enrolment pension scheme are Employee 
contribution 5% and Employer contribution of 3%. 

Members of staff are entitled to educate their own children in any of the three parts of the 
school.  There is a staff discount for children’s fees from Reception Year onwards; the total staff 
discount value for school fees is 50% for full-time staff, reduced pro-rata for part-time staff, 
subject to an overall school fees remission limit of 50% of their gross salary. All extra items are 
to be paid in addition. 

The school offers a private healthcare insurance scheme, which staff may opt to join, at their 
expense, shortly after the start of each academic year (the policy year starts on 1 November 



 

 

each year).  The scheme can only be joined at the start of the policy year, not part-way through 
the year. 

Limited on-site car parking. 

School lunch provided when at work over lunch time and tea and coffee throughout the day. 
 

A cycle to work scheme available (administered by Evans Cycles). 

Use of school gym facilities (during specific times) and use of the school swimming pool at 
specific times (during summer). 

Employment is subject to satisfactory Enhanced Disclosure certificate from the Disclosure & 
Barring Service (DBS) and all other statutory checks relevant to the position. 

The closing date for applications is noon on Monday 3rd June at 12 noon.  Interviews will be 
held on Tuesday 11th June.  The preferred candidate will be required to attend a Safeguarding 
interview on Thursday 13th June at 9am. 
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