
 

Admissions Manager and Registrar 



The School 
 

West Buckland School was founded in 1858 as a Christian Foundation.  It stands in nearly 100 acres of 

grounds, surrounded by farmland, near the western edge of Exmoor, some 9 miles from the market 

town of Barnstaple. 

 
Recent campus developments total about £10m and include 

the outstanding Jonathan Edwards Sports Centre and the 

award-winning 150 Building, a major £5m development 

which includes the Art and Design Technology Departments 

and a Theatre.  Most recently we have followed an ambi-

tious programme to build a 70 bed sixth form boarding 

house (Parker’s) and study facilities including a Library and 

Resource Centre (Michael Morpurgo Library) which opened 

September 2015. 

The school is fully co-educational and consists of Nursery, 

Prep and Senior schools, with a strong and vibrant Sixth 

Form.  There are around 660 boys and girls aged 3 to 18, 

including over 140 Boarders with a range of nationalities 

and diversity of cultures. 

Academic standards at the school are high and for many 
years West Buckland has been one of the most consistent-

ly high-performing schools in the South West at GCSE 

and A‐level.  For ten consecutive years, well over three-

quarters of all A-Level exams taken have been passed at 

either A*, A or B grades.  There is considerable emphasis 

on extracurricular activities at the school, with a proud rec-

ord in boys’ and girls’ games, Drama, Music, the Combined 

Cadet Force and Outdoor Learning, as well as character 

education, service and sustainability. 

The school has emerged with determination and positivity 

from the recent Covid pandemic and is looking towards a 

healthy and exciting future.  It is a great time to join the 

school. 

We are a school located in an outstanding location, within 

the UNESCO biosphere and with a focus on developing 

young people with the values that will shape successful fu-

tures. 



A fantastic opportunity has arisen for someone with energy and enthusiasm, who enjoys dealing 

with people and who is passionate about shaping futures for our pupils, to join West Buckland 

School at a very exciting time. 

 

The Position 

The Admissions Manager and Registrar is responsible for oversight and functional delivery of recruiting pupils 

into the school at all ages right through the school.  The school has grown by over 100 pupils in the last four 

years and has ambition to grow still further therefore, the successful candidate will know how to develop  

productive working relationships with others involved in the process:  the marketing team, academic and  

support staff to ensure West Buckland remains the number one choice for parents wanting a world-class,  

independent education based in North Devon 

but accepting pupils from around the world. 

 

This is essentially a ‘customer facing’ position 

with a focus on delivering outstanding  

customer service while playing a vital role in 

strategic thinking, relationship building and 

ensuring all interactions with the school are 

positive during their admissions journey. 

 

The successful candidate will be able to clearly 

articulate the benefits of an independent  

education at all ages and how West Buckland 

differentiates itself within a competitive independent and the state sector. 

 

Job Description 

as Admissions Manager 

Efficiently and effectively administer the admissions and registration process from initial enquiry to pupil ac-

ceptance and entrance to the school at all entry points including Nursery, Prep, Senior and Sixth Form,  To 

include but not limited to: 

• Being the first point of contact with the school for all families or agents enquiring about places at West 

Buckland School and to ensure that all contact is friendly, welcoming and efficient 

• Responding to all telephone and email enquiries, prospectus requests, registrations and applications 

• Dealing with all initial enquiries, entering them on the iSAMS database and arranging visits, tours, taster 

days and assessments as necessary 

• Comfortable progressing an interest in applying to join the school through face to face and online meet-

ings 

• Manage the Admissions Administrator and work closely with the Prep Admissions lead 

• Ensure the arrangements for incoming international pupils requiring visas, currently outsourced, are in 

place and compliant 

• Working with the Headmaster, develop a strategic plan to improve and expand the recruitment of pupils 

• Be prepared to work flexibly to accommodate the hours needed for an international market as well as a 

busy boarding school 

• Engage with the local schools 



as Registrar 

• Maintain accurate records of prospective pupils on the iSAMS database 

• Assist in the preparation for all entrance examinations and scholarship assessments with the Head of 

Sixth Form and Head of Middle School 

• Preparation of all assessments, in-house, online and assessment days as arranged by the Admissions 

Office 

• Liaise with the Prep Headmaster and Deputy Head Academic to ensure prospective pupils are able to 

meet the academic requirements of entry 

• Liaise with the Deputy Head Pastoral and SENCO on meeting prospective pupils’ needs 

• Assist in the organisation of Open Mornings, Taster Days and other marketing/pupil recruitment 

events and being in attendance on the day 

• Prepare all admissions related correspondence and information 

• Prepare and distribute routine correspondence to parents and feeder schools 

• Obtain information, maintain contact and compile the Welcome Pack for new pupils and families 

• Keep the admissions website pages and parent portal up to date 

• Work with the Marketing Department in the production of prospectuses and literature relevant to 

admissions and pupil recruitment 

• Communicate information regarding new pupils to the main school office, Headmaster, Head of 

Boarding, Housemasters, Medical Centre, Marketing Manager and other teaching staff as appropriate 

• Routine administrative tasks such as data entry, filing, archiving and secure destruction of records 

• Manage the stock of marketing materials and prospectuses in liaison with the Marketing Dept 

• Update, load and report pupil admissions data to the Headmaster and governors regularly as required 

• Keep up to date files on all overseas pupils 

• Prepare timely joiners and leavers lists for the fees secretary and other staff as required 

• Liaise with the school’s third-party Child Student Visa application provider to ensure full compliance 

for all applicants following issue of Confirmation of Acceptance of Studies (CAS) 

 

Terms of Employment 

 

• This is a salaried, year-round post with a minimum 37.5 hours per week, usually 8.5 hours a day in-

cluding 1 hour of unpaid breaks across the working day 

• Hours required to be flexible to meet with day to day commitments fo the Head and admissions diary.  

Usual hours of duty are between 08.30 & 17.30 with flexible start/finish to accommodate the 7.5 hours 

of paid duty 

• The post holder will be expected to attend recruitment events which may be at school, within the UK 

or overseas.  These events may require the post holder to spend time away from home and school for 

periods in excess of a week at a time, especially on overseas events.  These events are fundamental to 

the wider recruitment market exposure and are deemed an essential element of your duties 

• Attendance at Open Days and recruitment events within school, which fall outside the normal school 

day; these could be on evenings or weekends 

• WBS Support Salary Scale range with starting salary, depending upon experience/qualifications to be 

discussed in detail at interview 

• 25 days annual holiday plus statutory Public Holidays (note May Day is a normal working day for all 

staff with time off in lieu).  Except in exceptional circumstances holidays may only be taken within noti-

fied non-academic holiday periods 



• Staff Pension Scheme (Employee/Employer contribution) after 3 months’ employment 

• Life Assurance Scheme after 3 months’ employment 

• Free lunches when the school’s catering facilities are open 

• Free access to the school’s facilities: gym, squash and tennis courts and swimming pool 

• 50% remission on school fees 

• Access to Employee Assistance Programme 

• Employee paid Life Assurance 

 

Application and Interview Process 
 

Please complete the application form and recruitment monitoring form, both available via the school website and 

return with a covering letter to: 

 

Assistant Bursar (HR Recruitment) 

West Buckland School 

Barnstaple 

Devon EX32 0SX  

recruitment@westbuckland.com 

 

Applications may be e-mailed and it is not necessary to also send by post. 

 

Interviews will be held at the school on 21st and 22nd October 2021. 

Applications must be received no later than 17.00 Monday 18th October 2021. 

 
Safeguarding 

 

The post holder's responsibility for promoting and safeguarding the welfare of children and young persons for whom s/he is 

responsible, or with whom s/he comes into contact, will adhere to and ensure compliance with the School's Safeguarding and 

Child Protection Policy at all times.  If, in the course of carrying out the duties of the post, the post holder becomes aware of 

any actual or potential risks to the safety or welfare of children in the school, s/he must report any concerns to the school's 

Designated Safeguarding Lead. 

 

The post is identified as being with regulated activity and any appointment is subject to the appointee being able to obtain an 

Enhanced Disclosure and Barring Certificate. 

 

You have a legal duty to take reasonable care of your own health and safety and that of others and you are expected to be 

familiar with and adhere to the school’s Health and Safety Policy 

 

Data Protection 

 

The school is registered under the General Data Protection Regulations (2018) & Data Protection Act 1998.  The infor-

mation you supply when applying and or appointed will be held in electronic or paper format, dependent on your method of 

application, for monitoring and evaluation purposes and in connection with any future contact.  We keep application from 

unsuccessful candidates for a period of six months from the closing date, after which they will be destroyed.  If you do not 

wish to be retained during this period, please indicate this in a covering letter with your application 
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