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St Aloysius’ College

Ref No.__________

	Job Title


	Head of Admissions

	Reporting to


	College Principal 

	Salary


	£55,000 - £65,000


	Job Purpose

	As the Head of Admissions, this role encompasses leading all aspects of Admissions, and the sales and marketing activities therein, for the College’s three “Schools” working with the respective School Heads and the marketing and communications team to both plan and deliver a year round recruitment and admissions programme updating activity and content to effectively address the changing market in which the College competes.  Key elements will include developing marketing collateral, curating admissions events ensuring year round sales and admissions activity, maintaining a detailed “pipeline” of potential admissions and ensuring seamless communication with prospective and accepted families to the College.  Additionally, establishing and maintaining a deep understanding of recruitment priorities, bursaries and scholarships and facilitating smooth transitions for new pupils from their existing educational settings are key aspects of this role.


	Main Duties and Responsibilities

	Admissions Development 

· Develop an annual targeted sales and marketing plan, lead College activity against it, and provide regular reports on activity, cost and benefit to the College Executive leadership and Governing Board
· Refine and develop the College’s sales channels

· Refine and provide year round visibility to expected pupil roll (pipeline) for the three Schools 

Event Coordination and Representation:
· Collaborate with the Schools Heads, Development Communication colleagues and the central administration team to review, refine, develop and co-ordinate Open events, Taster days, offer holder events, Induction days, and Welcome evenings, and other promotional activity showcasing St Aloysius’ College life to prospective families and feeder Schools.

· Act as the primary ambassador during admissions events, conferences, and feeder engagements, speaking publicly and providing a clear College proposition complemented by comprehensive knowledge of the St Aloysius’ College offer.


	Content Management and Collaboration:
· Develop and maintain all literature and publications related to admissions and its sales and marketing materials, ensuring updated formats and content relevance 
· Collaborate closely with Development and Communication (Social media) colleagues to ensure accurate admissions content on the school website and develop enriched cross channel promotion for open events and feeder school invitations.



	Communication and Data Utilisation:
· Continuously communicate with parents throughout the admissions process and maintain regular contact with families of accepted candidates.

· Utilise data analysis and best practice to develop and drive an efficient admissions process processing, incorporating appropriate entrance examination/test results into the existing Admissions Process.


	Policy Awareness and Transition Support:
· Assimilate and Maintain a detailed knowledge of internal and external policies, as well as College recruitment priorities, aligning admissions processes accordingly.

· Ensure parents of new pupils receive relevant documentation, assist with form allocation, and prepare pupil induction materials while facilitating the required documentation for teaching staff relating to new pupils and their induction.


	Market Analysis and Strategy Development:
· Regularly analyse market and competitor data and wider market trends to shape the College’s admissions strategy and plan, making informed decisions based on insights gathered and recommending positive change against anticipated market developments 


	Frontline Engagement at Open Events:
· Lead and drive Open Events including curating the promotional activity prior ensuring there is a clear and compelling College proposition and a clear admissions process provided to prospective families. Co-ordinate, Brief and debrief a team of staff and volunteers to identify and assimilate prospective families needs and developing ever more effective targeted sales and marketing strategies against the feedback obtained


	      This role demands versatile skills in admissions leadership, effective external promotional communication, data analysis and insight, and strategic planning and execution, ensuring a clear marketing and sales plan for the College and seamless and engaging admissions experience for prospective pupils and their families.


	Qualifications

	Bachelor’s degree or higher in a relevant field such as Sales and Marketing, Business Administration, Education or related disciplines.  Sales and marketing qualifications through organisations such as Chartered Institute of Marketing or Institute of Sales professionals desirable 



	Experience

	Essential

Admissions Leadership: Proven experience in a senior admissions role within an educational institution or similar setting and consistently achieving strong sales performance Event Management: Demonstrable experience in designing, organising and leading effective admissions events, taster days, induction programs, and open evenings.
Team working: Successful track record of effective team working with colleagues in marketing and communications and a wider senior management team 
Sales and Marketing Collaboration: Experience collaborating with educational sales channels, to develop and execute successful promotional and sales plans.
Innovation; able to demonstrate agility and innovation in changing sales and marketing approaches to 
 


	Knowledge

	Essential
Sales cycle: Familiar with sales techniques and best practice 
Market Trends and insight : Awareness of the use of market data, competitor analysis, and an understanding of how this impacts sales strategies.
Desirable

Admissions Procedures: In-depth knowledge of sales processes, policies, and best practices ideally from within an admissions setting in the education sector.



	Skills/Abilities/Competencies

	Essential

Communication: Exceptional verbal and written communication skills, adept at leading events  with diverse external and internal audiences and writing and presenting Board reports .
Collaboration: Proven ability to collaborate , fostering a culture of excellence, collaboration, and innovation.
Organisational and Process management Skills: Strong organisational abilities, capable of managing multiple tasks, events, and projects simultaneously while maintaining attention to detail. Able to initiate, monitor, maintain and manage critical data processes
Analytical and Reporting Skills: Proven experience of data capture and analysis, utilising insights to drive agile decision-making and improve targeted sales and marketing activity.
: Interpersonal and relationship management skills; able to quicky establish, develop and maintain relationships with prospective families and identify the key drivers to their decision-making. Track record of effectively managing senior and Board level relationships.
Sales and Marketing Acumen: Understanding of sales and marketing principles to enhance marketing collateral, admissions events, advertising and sales channel strategies, branding efforts and critically, sales pipeline development
Ambassadorial: A confident and engaging presenter, capable of representing the school as an ambassador, demonstrating knowledge and approachability.
Adaptability: Flexibility and adaptability in a dynamic and fast-paced environment, able to respond effectively to changing priorities.

Passion for Education: A genuine passion for education and a commitment to promoting the ethos and values of the school.
Innovative Thinking and Change management: Creative and innovative thinker, capable of devising and implementing change and devising novel approaches to enhance the sales, marketing and admissions process and recruitment strategies.


