

JOB DESCRIPTION

ICS/SKOLA has a commitment to safeguarding and promoting the welfare of children and young people.
All appointments are subject to CRB (Criminal Records Bureau) checks.
During interviews all candidates will be asked to talk through their CVs, including periods when they were not working.
ICS/SKOLA is committed to equal opportunities.

	JOB TITLE
	
	REPORTING TO      

	DIRECTOR OF ADMISSIONS
	
	HEAD OF SCHOOL



	WORKING HOURS

	08.30 – 17.00 Monday – Friday (or as agreed)



	WORKING DAYS

	As agreed



	LOCATION

	All staff are required to work at both the primary and secondary school sites. Permanent staff spend up to 2 weeks per year working in our outdoor education site in Bawdsey, Suffolk.



	SALARY

	Dependent on qualifications and experience. Salary scales available upon request.



	HOLIDAYS

	Permanent posts - 25 days per year (or as agreed)



	APPRAISAL

	Permanent posts - On an annual basis via self/peer/line-manager appraisal.




	SALARY REVIEW

	Permanent posts - On an annual basis. Increases to be based on individual performance, economic conditions and school budgetary considerations.





	

	



	CONTEXT

	
ICS is a small, independent/private, international school providing an international education to around 250 students aged 3 - 18. Families from all walks of life join the school including senior business leaders, the diplomatic community, visiting professors, and a range of professionals from the ‘arts’. The school operates an inclusive admissions policy. Students enter the school with all kinds of abilities and are driven by individual goals to succeed to their highest level. Various school programmes and professionals support this diversity of ability including all three International Baccalaureate programmes (PYP, MYP and the Diploma) plus a Foundation programme which supports students who are learners of English and the Student Support Programme which supports learners with Special Educational Needs. The international student body is taught by an international faculty. The school is fully accredited by the International Baccalaureate, the British Council and the UK Department of Education. 


DIRECTOR OF ADMISSIONS

This job is located at ICS, London, The main objective is to: To lead the admissions, promotion and marketing of ICS.
The Director of Admissions will lead the ICS admissions department and contribute significantly to the ICS marketing department. The position requires a wide range of administrative, organizational and interpersonal skills with a strong emphasis on teamwork and flexibility. The position will suit a highly creative colleague who is keen to develop and action both new and established initiatives either alone or within a team.













	MAIN RESPONSIBILITIES/DUTIES

	
ADMISSIONS
· Be fully acquainted with all elements and developments of the School’s IB and other curriculum’s, philosophy, special educational needs provision, boarding, extra-curricular activities, travel and learn programme, summer schools and other SKOLA services/products in order to accurately represent the same to potential clients
· Set-up, track, conduct or delegate admissions interviews and follow-up as required
· Determine all client admissions to the school and in the case of children with Special Educational Needs consult with the Director of Student Support  
· Demonstrate an ‘invitational’ approach to current and prospective clients
· Deal professionally, accurately and promptly with telephone, email, fax and walk-in clients



· Process all ‘new’ client applications in accordance with the departments systems and procedures 
· Develop and lead in the development of a ‘new student and parent welcome pack’ and in conjunction with the Primary ad Secondary Principles be central to newcomers welcome and transition to the school.
· Review and develop all admissions strategies on an annual basis
· Develop and maintain the School’s Management Information System (‘Facility’)
· Develop a tracking system for enquiries through to determination of placement
· Analyse and evaluate admission data and develop action plans based upon this analysis
· Manage, action and develop client billing processes and in collaboration with the Finance Department ensure all clients are invoiced and school fees are paid.

PROMOTION AND MARKETING
· Develop a comprehensive knowledge of the Schools and Group’s products, markets and USP’s  and existing promotional strategy
· Development and actioning of the School’s marketing plan developing strategies for key client groups including: Relocation agents, English language agents, HR departments in companies, Local families, and Recommendations 
· Take responsibility and project manage elements of the above plan
· Demonstrate an ability to develop and project manage new initiatives both locally and internationally
· Lead, promote and organise Open Days for the school
· Develop an online Alumni web community.
· Develop and operate a promotional communication to be sent once per term to targeted providers of students (HR departments, Embassy’s, relocation and education consultants, the British Council, Agents etc)
· Support the work of the department in collecting and collating marketing intelligence
· Foster relationships between the school and key providers of students i.e. relocation professionals, educational consultants, HR departments of multi-nationals, Embassies, other schools in the UK and beyond, British Council etc
· Develop the schools promotional tools i.e. web site, printed materials, CD’s etc. as part of a team
· Prepare and deliver marketing/promotional presentations  
· Travel within the UK and overseas contacting new and existing clients as required.











PERSON SPECIFICATIONS

	JOB TITLE

	DIRECTOR OF ADMISSIONS



	QUALIFICATIONS
	

	Essential
	Desirable

	· Degree level qualification 
	· Professional diploma in PR or suchlike
· Teaching qualification
· Coaching/training qualifications
· First Aid qualifications




	EXPERIENCE
	

	Essential
	Desirable

	
· Experience of working in/leading an admissions/marketing/HR/relocation department in a school, college or company
· Experience of personnel management

	
· Experience working outside the UK
· Experience of International Education
· Experience of working with international clients
· Experience of the IBO programmes




	SKILLS
	

	Essential
	Desirable

	· Ability to drive forward strategic development of admissions and marketing department
· Ability to manage and develop small department of colleagues 
· Ability to work closely with the school’s leadership team to achieve admissions and marketing related goals
· Native Speaker level in written and spoken English
· Ability to establish an invitational environment for clients
· High level of ICT, communication, and presentation skills
· Experience of financial management and sales
· High level of time management and organisational skills
· Ability to problem solve and work under pressure
· Ability to show initiative and contribute new ideas
· Ability to work collaboratively 
· Ability to set a high standard of leadership





· Ability to analyse and evaluate data and set goals/targets
· Ability to utilise School Information Management system 
	· Ability to lead and/or facilitate in-house training
· Ability to design and deliver presentations at external marketing workshops/conferences in the UK and abroad
· Ability to speak other languages
· Familiarity of  a School Information Management system or suchlike






	KNOWLEDGE
	

	Essential
	Desirable

	· Understanding of other cultures
· Understanding of equal opportunities policies, and the impact that such a policy has on clients and the school faculty
· Knowledge of the UK and international relocation market


	· Knowledge of the IBO and its Primary, Middle and Diploma programmes
Be able to work on his/her own initiative
Demonstrate practical knowledge and problem-solving strategies
Have high quality inter-personal skills
Have sensitivity to the different levels of expertise in the various schools
Keep abreast of new developments in technology to facilitate communication with clients and faculty




	PHYSICAL FITNESS
	

	Essential
	Desirable

	
	· 
· Physically able to teach/ coach/ supervise extra curricular activities
· 


	OTHER ATTRIBUTES
	

	Essential
	Desirable

	· Strong commitment to child protection and safeguarding
· Strong commitment to continuing professional and personal development
· Strong commitment to promoting the school to students, parents, colleagues and others
· Be able to work on his/her own initiative
· demonstrate practical knowledge and problem-solving strategies
· Have high quality inter-personal skills
· have sensitivity to the different levels of expertise in the various schools
· Keep abreast of new developments in ICT
· Strong organisational skills
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