
 

 

Job Description:  Registrar 

 

 
 

The Registrar is directly accountable to the Principal for the admissions process at Ewell Castle 

School and the recruitment of pupils to the Nursery, Preparatory and Senior Schools.  The Registrar 

is also responsible for monitoring and reporting on the School roll on an on-going basis.  The 

postholder will work closely with members of the Castle Senior Leadership Team and Prep School 

Senior Leadership Team, as well as other key staff to maintain and develop effective School 

processes for the key points in the pupil journey through Ewell Castle.  

 

Aims: 
 

• To manage the efficient administration for the recruitment of all pupils into Ewell Castle 
School. 

• To monitor the School roll and promote a positive joining, on-going and leaving experience 
for all pupils. 

• To promote Ewell Castle School’s vision, values and ethos with prospective pupils and 
parents. 

 

Specific Responsibilities: 

The Registrar is primarily responsible for the efficient recruitment of new pupils into the School 
(from Nursery to Sixth Form).  In addition, the Registrar will also be responsible for managing the 
administration for current pupils who become leavers, and for producing regular updated reports for 
the Principal and for the Governors about the School roll.  The Registrar also line manages the 
Admissions Officer. 
 

Recruitment of new pupils: 

 

• To be the first point of contact for enquiries from prospective parents, pupils and agencies. 

• To arrange the sending out of the School prospectus, other literature and information. 

• To arrange visits, tours and to take an active part in the organisation of open events. 

• Process applications forms, adding pupil and parent information to iSAMS, arrange testing, 
taster days (Prep School), interviews and timely reference requests. 

• To administer the transfer arrangements within the School at key points: Year 6 to Year 7 
and Year 11 to Sixth Form (including the processing of all offer letters). 

• To liaise closely with the Principal and Head of Prep School over all matters associated with 
pupil entry to the School, School roll etc. 

• To liaise with the Learning Support and EAL departments regarding the support required for 
new pupils for assessments induction into the School.   

• To oversee and administer offers, rejections and acceptance within the School’s Admissions 
Policy. 

• To liaise with the Bursar and Finance Department regarding registration fees and deposits. 



• Build up good relationships and liaise with feeder and potential feeder schools, (including 
visiting schools and attending Senior School events) regarding prospective pupils, entrance 
examinations and reports. 

 

Administration of new pupils joining the school and current pupils leaving: 

 

• To administer the Entrance Examination events including the distribution of papers to HODs, 
collation of results and preparation of grade sheets for feeder schools. 

• Prepare and distribute new pupil mailings and information packs, collate the replies and add 
data to iSAMS. 

• Administer the new pupil induction days. 

• Liaise with Administration Manager and Data Manager regarding parental access to My 
School Portal. 

• Notify all relevant staff of new pupils joining and current pupils leaving the school. 

• Keep an accurate register of withdrawals (leavers) from the School and liaise closely with the 
Principal’s Office (following the initial communication accepting notice regarding the 
School’s Terms and Conditions) and oversee the management of provisional leavers. 

• Liaise with the Finance Department regarding fees in lieu and the return of deposits. 

 

Recruitment and on-going monitoring of overseas pupils: 

 

• To be responsible for administering the UKVI system for the School, including the renewal of 
licenses and allocation of places for the Tier 4 CAS system and, in liaison with the Director of 
HR & Compliance, for the Tier 2 system for staff. 

• Maintain accurate records of visas for all pupils who are non-UK citizens along with 
attendance records for Tier 4 students and submit reports to the UK Border Agency.  

• Notify private fostering arrangements to Social Services and assist in on-going liaison as 
directed by the Designated Safeguarding Lead. 

• Keep up-to-date with requirements for monitoring and processing applications from 
overseas students. 

 

Reporting on and monitoring of School roll 

 

• To keep all admissions, joiners and leavers pupil data up to date on iSAMS and the 
appropriate spreadsheets.  

• To produce a monthly report of current and projected pupils on roll for the Principal and 
quarterly for Governors’ meetings. 

• To collate and process data for the three census reports completed annually. 
 

Administration of the bursary and scholarship process: 

 

• To refer families interested in bursaries to the Assistant Bursar and to update pupil 
application information accordingly. 

• To process applications for scholarships, including liaison with Heads of Departments. 

• Coordinate and administer the scholarship assessments and produce letters of feedback for 
parents. 
 

 



Other: 

• Contribute to annual updates of parent handbooks and prospectus inserts in liaison with the 
Head of Marketing & Development.   

• Plan and co-ordinate Admissions events and external exhibitions, which may take place at 
evenings or weekends on-site or off-site. 

• To be aware of all the School’s policies, in particular safeguarding. 

• To assist at School functions, relating to Admissions, marketing and publicising the School. 

• To perform such other duties as may be required by the Principal. 
 

This job description will be reviewed as and when necessary in accordance with the needs of the 

School. 
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