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St Ambrose Preparatory School
JOB DESCRIPTION 
Job Title: School Secretary, Admissions & Engagement Officer
Reports to: Headteacher / School Business Manager
Salary: NJC SCP 14 – £29,540 full-time equivalent (FTE), pro rata
Actual salary: Approximately £25,780 per annum, paid monthly throughout the year.
Working hours: 8:30am–4:30pm, Monday to Friday, with a 30-minute unpaid lunch break (37.5 hours per week)
Working pattern: Term time (34.5 weeks) plus 4 additional weeks per year
Pension: The School operates a defined contribution pension scheme, with an employer contribution of 6% / 8% / 10% of pensionable salary dependent on employee contributions.

Core Purpose of the Role
The School Secretary, Admissions & Engagement Officer is responsible for providing an efficient, professional and welcoming administrative service to the school community, alongside high-quality confidential PA support to the Headteacher.
As a key first point of contact for current and prospective families, pupils, staff, visitors and the wider community, the postholder plays an important role in representing and promoting the school, building positive relationships and supporting a high-quality experience for families throughout their engagement with the school.
The role combines school and safeguarding administration with responsibility for supporting admissions, family engagement, marketing and communications. This includes responding to and following up admissions enquiries, coordinating prospective family visits and Open Days, supporting the journey from initial enquiry through to enrolment, and helping to maintain positive relationships with existing families.
The postholder will also support the school’s external profile through regular website and social media content, school communications and promotional activity, helping to showcase the quality and breadth of the school's academic, pastoral and wider provision.
Working closely with the Headteacher, School Business Manager and wider team, the role makes an important contribution to the smooth running of the school, effective safeguarding and attendance administration, and the school's strategic priorities for pupil recruitment and retention.



Key Responsibilities
Personal Assistant to the Headteacher
· Provide comprehensive, professional and confidential administrative support to the Headteacher.
· Manage the Headteacher's diary, scheduling appointments, meetings and school events and supporting the effective use of the Headteacher's time.
· Prioritise correspondence, emails and telephone enquiries, drafting responses where appropriate.
· Support the preparation and distribution of communications from the Headteacher to parents, governors, staff and the wider school community.
· Support the Headteacher with the preparation of documents, presentations and information required for meetings and school activities.
· Maintain absolute discretion and confidentiality in relation to sensitive matters concerning pupils, families, staff and governors.
Front of House and Stakeholder Engagement
· Provide a professional, warm and welcoming first point of contact for current and prospective families, pupils, visitors, contractors and other stakeholders.
· Manage incoming telephone calls, emails and enquiries, ensuring they are responded to promptly and directed appropriately.
· Build and maintain positive relationships with parents and families, providing a responsive and professional service.
· Support effective day-to-day communication between the school and its families.
· Maintain a welcoming and professional reception environment that positively reflects the school’s values and ethos.
· Ensure visitor management and safeguarding procedures are always followed.
· Support opportunities to engage current families and strengthen the school community. 
Admissions and Pupil Recruitment
· Act as a key first point of contact for prospective families, ensuring admissions enquiries receive a prompt, professional and personalised response.
· Maintain accurate records of enquiries, applications and prospective pupils, ensuring appropriate and timely follow-up throughout the admissions process.
· Coordinate prospective parent visits, tours and meetings, working with the Headteacher and relevant staff to provide a positive experience for prospective families.
· Build positive relationships with prospective families from initial enquiry through to enrolment.
· Support the progression and conversion of enquiries into registrations and pupil admissions through effective communication and follow-up.
· Coordinate the administration of pupil admissions, including applications, registrations, offers, joining information and new pupil documentation.
· Support transition arrangements for new pupils and families, helping to ensure they feel welcomed and well informed before joining the school.
· Maintain accurate information relating to pupil admissions, transfers and leavers.
· Support the Headteacher in monitoring admissions activity and providing relevant information on enquiries, visits, applications and pupil recruitment.
Marketing and Communications
· Support the delivery of the school’s marketing and communications activity, ensuring communications consistently reflect the school’s values, ethos and strengths.
· Create, coordinate and publish regular content across the school’s agreed social media channels in line with the marketing plan.
· Maintain and update website content, ensuring information is accurate, current and engaging.
· Identify and gather appropriate content from across the school to showcase academic achievement, pastoral care, sport, music and the wider opportunities available to pupils.
· Support the preparation and distribution of newsletters, parent communications and other promotional materials.
· Coordinate the promotion and organisation of Open Days, Open Mornings and other pupil recruitment events.
· Support local promotional activity and initiatives designed to raise awareness of the school and increase engagement with prospective families.
· Ensure appropriate consent and safeguarding requirements are followed when using pupil photographs, videos and other content.
· Help maintain consistent and professional messaging and presentation across the school’s external communications.
Attendance and Safeguarding Administration
· Record and monitor daily pupil attendance using the school’s management information system.
· Follow up unexplained pupil absences promptly in accordance with the school’s attendance and safeguarding procedures.
· Identify attendance concerns and patterns and escalate these to the Headteacher in accordance with School procedures.
· Provide administrative support for safeguarding processes and record keeping as required.
· Ensure safeguarding-related information is handled securely and with appropriate confidentiality.
· Support the maintenance of accurate pupil and family contact information.
· Ensure safeguarding and visitor procedures are followed consistently within the school office and reception environment.
School and Pupil Administration
· Maintain accurate pupil records using the school’s management information system, in accordance with UK GDPR and School policies.
· Prepare letters, reports, forms and other School documentation.
· Maintain accurate and well-organised electronic and paper filing systems.
· Coordinate school calendars and support the administration of key events.
· Manage incoming and outgoing post and deliveries.
· Order office supplies and maintain appropriate stock levels.
· Liaise with contractors, suppliers and external agencies as required.
· Support the administration of educational visits, School activities and events where required.
· Ensure confidential and personal information is stored and handled securely and appropriately.
· Provide wider administrative support to the school where reasonably required.
Parent and Community Relations
· Respond promptly, professionally and sensitively to parent enquiries, escalating matters where appropriate.
· Support clear, timely and effective communication with current families.
· Help coordinate parents' evenings, celebrations and other School community events.
· Build positive relationships with parents, governors and members of the wider School community.
· Support initiatives that promote positive parent engagement and contribute to pupil and family retention.
· Represent the school professionally and positively in all interactions with internal and external stakeholders.

Other Responsibilities
· Undertake mandatory safeguarding and compliance training.
· Work in accordance with Keeping Children Safe in Education and the School's safeguarding policies and procedures.
· Comply with the school's policies, including those relating to confidentiality, data protection and health and safety.
· Attend relevant meetings, training and professional development as required.
· Contribute positively to the wider life, ethos and community of the school.
· Undertake any other duties commensurate with the level and nature of the post as reasonably requested by the Headteacher or School Business Manager.
This job description outlines the principal duties and responsibilities of the role. It is not intended to be exhaustive and may be reviewed and amended from time to time to reflect the evolving needs and priorities of the school.
Person Specification
Essential
· Previous experience in a busy front-facing environment, ideally within an education setting.
· Excellent written and verbal communication skills, with the ability to communicate professionally with a wide range of audiences.
· Strong organisational skills and excellent attention to detail.
· The ability to manage competing priorities, work effectively under pressure and maintain a calm and professional approach.
· A proactive approach, with the ability to work independently, use initiative and take ownership of areas of responsibility.
· Strong interpersonal skills and the ability to build positive relationships with current and prospective parents, pupils, staff and external stakeholders.
· A strong understanding of the importance of providing an excellent experience for current and prospective families.
· Confidence using Microsoft Office and other digital systems, with the ability to learn new systems quickly.
· The ability to produce clear, accurate and engaging written communications.
· Confidence using, or the ability to develop skills in using, websites and social media platforms for professional communications.
· The ability to handle sensitive and confidential information with discretion.
· A calm, flexible and positive approach to work.
· Commitment to safeguarding and promoting the welfare of children.
· Commitment to supporting and positively representing the school’s vision, mission, values and ethos.
Desirable
· Experience of school admissions, pupil recruitment or working with prospective families.
· Experience providing PA or executive support to a senior leader.
· Experience working within an independent or maintained school.
· Experience using a school management information system such as SIMS, Arbor etc.
· Experience creating content for organisational social media channels and updating website content.
· Experience supporting marketing, communications, events or promotional activity.
· Experience using design or content creation tools such as Canva or similar platforms.
· An understanding of the independent education sector and the importance of pupil recruitment, parent engagement and retention. 
Safeguarding Statement
St Ambrose Preparatory school is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment. The successful applicant will be required to undergo an enhanced DBS check, satisfactory references, an online search and all other relevant safer recruitment checks in accordance with statutory guidance and the school’s safeguarding procedures.
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