Foundation Admissions Assistant – Job Description
Role
The Foundation Admissions Assistant plays a key role in supporting the smooth running of the Admissions Departments across Hazlegrove and King’s Bruton. Working closely with the two Heads of Admissions, the post-holder will help to deliver a professional, efficient, and welcoming admissions process for prospective families, from initial enquiry through to enrolment.

Key Responsibilities
Enquiries and Applications
· Assist with the management and processing of enquiries, registrations, and applications, ensuring data is accurately recorded and maintained the admissions CRM systems.
· Support the Heads of Admissions in their roles as point of contact for prospective families, agents, and guardians, and where appropriate provide a professional and welcoming service by phone, email, and in person.
· Assist with correspondence, including offer letters, joining instructions, and follow-up communications.
· Support the accurate maintenance of pupil records, ensuring compliance with GDPR, safeguarding, and, where relevant, UKVI/Home Office requirements (including passport checks, file audits, and travel documentation).
Events and Assessments
· Assist with the organisation and delivery of admissions events such as Open Mornings, taster days, interviews, assessments, and school tours.
· Support the running of scholarship assessment days, including logistics, correspondence, and results collation.
· Prepare event materials such as signage, lists, name badges, and resources, ensuring a positive experience for visiting families.
· Provide support on the day of events, welcoming families and assisting with smooth coordination throughout.
Finance and Administration
· Process registration and acceptance fees, liaising with the Finance Department as required.
· Support the administration of bursary and scholarship applications, ensuring timely completion of paperwork and accurate record-keeping.
· Maintain and update admissions data and documentation to ensure readiness for inspection.
Data and Reporting
· Maintain accurate and up-to-date records of enquiries, applications, and admissions decisions.
· Generate reports on admissions activity and key performance indicators as required by the Heads of Admissions.
· Contribute to the ongoing development and improvement of admissions systems and processes to enhance efficiency and accuracy.
Collaboration
· Work closely with staff across the Foundation — including teaching, pastoral, and marketing teams — to ensure a seamless and joined-up experience for families.
· Liaise with external agents, guardians, and other stakeholders to support the onboarding of international pupils.
· Provide general administrative support to the wider Admissions team, assisting with day-to-day tasks as needed.

Person Specification
Essential
· Strong administrative skills and experience, ideally within a busy office environment.
· Excellent organisational skills with the ability to prioritise and manage competing demands.
· Excellent written and verbal communication skills, with a confident and professional manner.
· Strong attention to detail and accuracy in all aspects of record-keeping and correspondence.
· Discretion and the ability to handle sensitive and confidential information appropriately.
· A flexible, proactive, and positive approach, with a willingness to assist wherever needed.
Desirable
· Previous experience in admissions, customer service, or within an independent school environment.
· High level of IT literacy, including proficiency in databases, spreadsheets, and Microsoft Office applications.
· Familiarity with ISAMS or other school management/CRM systems.
· Experience working with international families and awareness of visa and UKVI requirements.
· Knowledge of safeguarding principles and data protection compliance.

Additional Information
· We are keen to make this role work for the right candidate. Therefore we are prepared to consider both candidates who wish to work full time (37 hours per week), but also those looking for part-time hours. This would be discussed at interview.
· Flexibility to work occasional evenings or weekends to support admissions events would be an advantage.
· The post-holder must be committed to safeguarding and promoting the welfare of children and will be required to undertake an enhanced DBS check.
· Staff benefits include a generous holiday allowance, pension contributions, and access to school facilities.



