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GENERAL OVERVIEW 

1. Admissions Operations 

2. Family Communication and Process Management 

3. Records and Systems 

JOB DESCRIPTION FOR ADMISSIONS OFFICER  POSITION 

Shackleton International School Vision 

“Encouraging individual growth for a more sustainable and interconnected society.” 
 

Shackleton International School Mission Statement 

"To empower individuals to navigate world challenges with resilience and creativity, 

contributing to a better world.” 
 

 

The Admissions Officer is responsible for executing and supporting the admissions 
process, ensuring it is efficient, welcoming, professional, and aligned with the school’s 
values and enrolment goals. The role facilitates all stages of the admissions journey, from 
initial enquiry through to enrolment, ensuring families receive excellent service and clear 
communication throughout. The Admissions Officer also ensures accurate record-keeping, 
effective execution of admissions procedures, and strong coordination with relevant 
departments. 

 
JOB TITLE: Admissions officer  

 
REPORTS TO: Head of Admissions 

 

 

• Execute and support the admissions process from enquiry to enrolment.  

• Ensure the admissions experience for prospective families is professional, warm, efficient, 
and well organised.   

• Adhere to admissions procedures to ensure efficiency and consistency, providing feedback 
to leadership on potential improvements. 

 

• Communicate with prospective families throughout the admissions journey.  

• Ensure timely responses to enquiries, applications, documentation requests, and follow-up 
actions.   

• Host school visits, meetings, assessments, interviews, or other admissions-related processes 
as required.   

• Maintain high standards of service and communication throughout the admissions cycle.   
 

 

• Maintain accurate admissions data, records, files, and documentation. 

• Ensure admissions systems are up to date and compliant with school procedures. 

• Track admissions numbers, movement, and trends as needed. 

• Prepare admissions-related reports or updates for leadership. 
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4. Internal Coordination 

5. Strategic Support 

 

• Data Protection: Comply with GDPR requirements to ensure the security and integrity of 
personal data. 

 

• Work closely with relevant colleagues and departments to ensure smooth onboarding 
of new students. 

• Coordinate with finance, communications, academic teams, and front desk where 
necessary to support enrolment and transition processes. 

• Ensure handovers and internal communication are clear and timely. 

 

• Provide frontline feedback to the Head of Admissions regarding family concerns, 
frequently asked questions, and admissions trends.  

• Identify areas for operational improvement in the admissions journey and assist in 
implementing solutions where appropriate. 

 

 
This job description may be amended at any time following discussion between the line 

manager and member of staff. Shackleton International School is committed to the 

safety and protection of children. All employees are expected to comply with our 

School Child Protection and Safeguarding Policy. 

Note: This job description is not your contract of employment or any part of it. It has been prepared 

only for the purpose of school organisation and may be modified either as your contract is altered, or if 

the school changes in a fundamental way. Nothing will be modified, however, without your 

consultation. 
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