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JOB DESCRIPTION

The Blue Coat School Birmingham is committed to safeguarding and promoting
the wellbeing of children and young people and expects all staff and volunteers

to share this commitment.

The position of Registrar is an important role in the School as admissions is often the first point of contact
to the School. The Registrar is required to be knowledgeable about the School and be able to respond to
queries quickly and efficiently.  As a key member of the Admissions team, the Registrar will take the lead in
the recruitment of new pupils from initial enquiry through to registration and eventual enrolment, meeting
pupil roll targets.  Attention to detail, and a friendly, warm and professional approach will ensure that the
admissions process runs smoothly and that prospective parents receive an excellent first impression of The
Blue Coat School.

The role demands exceptional people skills, customer focused attention to detail, together with energy and
enthusiasm and the willingness to go the extra mile.

Reports to: Director of External Relations
Hours: August 2021 to August 2022

Full time (37.5 hrs per week)
Attendance at all Open Mornings and Assessment Days (up to 3 Saturdays per year)

Holidays: 5 weeks per year plus public holidays (to be taken during School Holidays)
Salary: Competitive. Other benefits include free lunch during term time and contributory pension

scheme.

Main responsibilities
● Coordinate all admissions to the School from Nursery up to Year 6
● Keep the Senior Leadership Team and Governors informed re pupil numbers
● To understand, embrace and communicate the School’s ethos and approach in all communications and

interactions with prospective parents and pupils
● To be well-informed about the School’s academic and co-curricular offer and the working of the School
● Develop a good understanding of competitor schools and the educational opportunities available within

the local area
● Work closely with the Director of External Relations to ensure effective marketing of the School

Admissions Responsibilities:
● Maintain records of pupil numbers (actual and projected)
● Act as the first point of contact for all prospective pupil enquiries, sending out prospectus packs and

accurately recording enquiries on the school MIS (iSAMS)
● Arrange parental visits and conduct school tours as necessary
● Follow up all enquiries, liaising with prospective parents as required
● Arrange pre-admission and assessment visits as appropriate and issue offer letters, liaising with the
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Head of Pre-Prep and Deputy Head Academic
● Handle the registration and confirmation of places, recording all fees paid and liaising with parents
● Ensure all that all pre-admission paperwork is issued and, where required,  returned prior to admission

including Health Forms, ‘All About Me’ booklets for Nursery admissions
● Ensure that requests for information about Child Protection concerns are issued to previous settings or

schools prior to admission and ensure that these are all returned and all responses are reported to the
Main DSL, even if there are no safeguarding concerns.

● Liaise with colleagues to communicate all pre-admission events such as Moving Up Day, House visits,
Pre-Prep September visits and Welcome events to parents and staff.

● Administer accurate waiting lists and keep prospective pupils informed of their registration status in
order to maintain interest

● Maintain up-to-date information on all prospective pupils using the school MIS to produce reports and
statistics as required by Senior Management.

● Maintain an Admissions Register compliant with ISI regulations and inform Local Authorities of pupil
movement as required.

● Actively manage the database to drive pupil recruitment and activity
● Organise and participate fully in Open Mornings, liaising with staff regarding pupil activities and tours;

and ensure that data is collected and recorded on the school MIS.
● Organise and participate fully in Prep Entrance Days, liaising with staff and ensuring accurate assessment

of candidates and communication of offers
● Promotion of scholarships in order to recruit candidates who excel in the relevant areas e.g. music.

Coordinate applications (internal and external), and auditions/interviews
● Liaise with the Bursary regarding applications for Foundation places for children who would benefit

from a Blue Coat education but would otherwise be unable to afford fees.
● Keep prospective pupils informed about school news and events
● Liaise with the Director of External Relations to co-ordinate the update of the School/Parent Contract,

Admissions Policy and other literature.
● Be responsible for the annual ISC and DfE census submissions

Marketing Responsibilities:
● Assist the Director of External Relations with marketing responsibilities as required, e.g. promotion of

Open Mornings, links with The Friends and Old Scholars
● Liaise with local playgroups, nurseries etc. to maximise pupil recruitment
● Conduct market research as required
● Develop and expand the School’s social media presence in conjunction with the Director of External

Relations
● Devise mailshots and E-newsletters, including the School’s weekly Update
● Assist the Director of External Relations with preparations for the School’s 300th Anniversary year

(2022).

General:
● Develop a positive rapport with all stakeholders including feeder schools, relocation agencies, parents,

staff
● Attend courses and conferences as required
● Maintain the confidentiality of the School’s affairs and those of its parents and pupils
● Work effectively as part of the Administration team providing support where required

The job description is indicative of the nature and level of responsibilities associated with the post. It is not
intended to be exhaustive; other tasks may be allocated as necessary from time to time.
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Person Specification

The Blue Coat School Birmingham is committed to safeguarding and promoting
the wellbeing of children and young people and expects all staff and volunteers

to share this commitment.

Experience and skills
● Knowledge and experience of the admissions process in an independent school
● Excellent verbal and written communication skills including copywriting, newsletters, mailshots
● Experience of website administration and social media
● Knowledge of the independent schools’ market place
● Knowledge of the Birmingham region and corporate awareness
● The ability to use statistics and database management
● A high degree of computer literacy (particularly Microsoft office applications)
● An excellent telephone manner
● Good organisational skills and the ability to prioritise and manage tasks
● An eye for detail and accuracy

Personal attributes
● A professional manner and appearance
● Friendly, warm personality with excellent interpersonal skills
● Clear communication skills, both oral and written
● Self-motivated with a positive, professional attitude
● Ability to work as part of a team yet also to work under own initiative
● Calm under pressure

All members of staff are required to promote and safeguard the welfare of children they are responsible for
or come into contact with and to adhere to and ensure compliance with the School’s child protection
procedures and staff guidance at all times.

We are committed to safeguarding and promoting the welfare of children and expect all staff to respect this
commitment. The post is subject to an enhanced DBS check and satisfactory references. References will be
sought prior to the second interview.

The School is an equal opportunities employer.
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Further Information for Candidates

The Blue Coat School Birmingham is committed to safeguarding and promoting
the wellbeing of children and young people and expects all staff and volunteers

to share this commitment.

The Blue Coat School is an Independent Day Preparatory School offering an outstanding educational
experience to around 620 boys and girls from 3 to 11 years. Founded in 1722 as a charity school 'for the
purpose of maintaining poor children' in the centre of Birmingham, it is now an IAPS Prep School occupying
a beautiful site in Edgbaston in 15 acres of playing fields and gardens. It is a thriving community where
children achieve a great many things with outstanding results.

The Blue Coat School is a stimulating and rewarding place to work, in the company of enthusiastic and
dedicated staff. It has excellent resources, which are used to provide enjoyable and imaginative learning.
Our community ethos is very strong, and we maintain the highest expectations of the interpersonal
relationships between pupils and between the staff and children. We aim to produce happy, polite and
successful young people. The co-curricular programme at Blue Coat is rich and varied.

The successful applicant will be expected to ensure that the excellent standards of the school are
maintained. Further details of the post are set out in the job description and person specification.

Recruitment Process
Applications must be made on the Blue Coat School Application Form and must include details of two
referees, one of which should be a current or most recent employer.

Application forms, together with a supporting letter should be returned to Mr Gareth Morgan,, Bursar of
The Blue Coat School, by noon on Tuesday 4 May 2021. Short-listed applicants will be interviewed on
Wednesday 12 May 2021. In addition to a formal interview (including a written exercise), applicants will
be taken on a tour of the school.

At interview applicants must provide original documents to confirm their identity and right to work in the
UK. They must also bring proof of qualifications where relevant for the post. The documentation required
by applicants is listed in the Recruitment Policy which is available on the school website and from the
school.

The post is subject to a satisfactory enhanced DBS check (including a Barred List check), a satisfactory
medical fitness declaration and satisfactory references. References will be sought prior to interview.
Application forms can be obtained from the school website.

Further details about the school and the post are available on the school website:
www.thebluecoatschool.com.

Application forms can be returned by e-mail to recruitment@thebluecoatschool.com or by post to The
Blue Coat School, Somerset Road, Edgbaston, Birmingham B17 0HR.
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