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Godolphin and Latymer Redcliffe Gardens School 
            

   

Founded in 1948 by Lady Daphne Edwards, Godolphin and Latymer Redcliffe Gardens School is a 

co-educational school for children aged 2½ – 11 and is one of the oldest and most established 

schools in Kensington & Chelsea. 

 

The Prep School (Years 2-6) is based at the original white stucco-ed building at 47 Redcliffe 

Gardens, and the Nursery and Pre-Prep School (Reception and Year 1) are based in the newly renovated and modern undercroft of St Luke’s Church, a short walk away.  At both sites, there are 

ample outdoor play areas not often found in Central London schools. 

 

Since January 2021, Redcliffe Gardens School has been under the headship of Mr Benedict Dunhill. 

 

Redcliffe is fully recognised and accredited by the Independent Schools Inspectorate (ISI) on 

behalf of the Independent Association of Preparatory Schools (IAPS). 

 

In September 2020, Redcliffe School became a member of the Godolphin and Latymer School 

Foundation, the charity which runs the Godolphin and Latymer School in Hammersmith.  It is now 

known as Godolphin and Latymer Redcliffe Gardens School. 
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Your professional duties 
            

  

Your duties 
 

The School is committed to safeguarding and promoting the welfare of children and young people 

and expects all staff and volunteers to share this commitment and responsibility.  

 

All staff working in the School during the school day will have some contact with children and will 

therefore be in regulated activity.  In your role you are unlikely to be working with children 

directly but will regularly interact with pupils who may seek your assistance or otherwise interact 

with you when moving around the school. 

 

You are expected to act in accordance with the aims, policies and administrative procedures of the 

School. 

 

The following duties will be deemed to be included in the duties which you may be required to 

perform: 

o child protection, discipline, health and safety 

o promoting and safeguarding the welfare of children and young persons for whom you are 

responsible and with whom you come into contact 

 Participating in any arrangements that may be made for review and appraisal. 

 Participating in arrangements for your professional development. 

 Participating in meetings at the School which relate to the administration or organisation of 

the School. 

 Participating in administrative and organisational tasks related to such duties as described 

above. 

You may be required to undertake such other reasonable duties from time to time as the School 

may reasonably require.  
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Job description 
             

 

The Registrar will be responsible for the pupil recruitment and the admissions process. He or she 

will build strong and lasting relationships with prospective parents and pupils.  He or she shall 

ensure that all enquirers and applicants receive a positive impression of the school.  

The Registrar will play a key part in the planning, preparation and execution of key admissions-

related public events, such as Open Days.   He or she will provide regular updates to the Senior 

Management Team on applications and current and projected pupil numbers.  

The Registrar will be responsible to the Head on a day to day basis and, as a member of support 

staff, to the Bursar. 

The Registrar will work closely with the Marketing and Communications Team and develop and 

foster effective working relationships with academic and support colleagues.  

This is a crucial post which is key to the continued growth and development of the School.  It is 

essential that the Registrar has excellent communication skills, both verbal and written, is able to 

maintain a high level of efficiency and be calm, confident and professional with a variety of 

audiences.  

The Registrar is expected to have a whole school approach and ensure that they understand the 

importance of school events in relation to termly activities. He or she will also be expected to 

attend whole school events to gain a thorough understanding of the academic and pastoral 

experiences that pupils can expect when coming to Godolphin and Latymer Redcliffe Gardens 

School. A sound understanding of overseas recruitment, SEN and the curriculum would be an 

advantage.  

The Registrar will have a high level of accountability with the key measures of success, being 

measured against the number of new enquiries generated, the number of parent visits and 

registrations and the flow of pupils between the individual year groups.   The role would suit a 

driven individual keen to make a difference and succeed.   

The Registrar will be responsible for the admissions process from the initial enquiry until the 

pupil joins the school. This process will include responsibility for ensuring the entire database is 

fully utilised to allow relevant records to be accurate and up-to-date.  The statistics generated will 

help the School to assess the extent to which the strategies employed are useful. The aim is to 

secure pupil enrolment through:  

Enquiries  

 Provide an approachable and welcoming response to enquiries concerning pupil admissions.  

 Oversee the admissions process from enquiries through to prospectus, visits, assessments, 

offers and enrolment including all general questions, administration and school 

communications: building up a good relationship with families.  

 Manage the application process for entry into Nursery, 4+, 7+ and 8+ and occasional places.  

 Build and maintain for as long as necessary an inclusive relationship between the School and 

prospective families, identifying any point of interest, ensuring that swift communication is 

employed.  

 Provide information about the school and its ethos to everybody who enquires, either by phone, 

email or face-to-face.  

 Gather comprehensive information about each contact with a family in order that the admissions 

database can be kept up-to-date throughout the entire process.  
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 Log all enquiries on the School’s Management Information System (iSAMS). 
 Maintain effective tracking of new enquiries/applicants through each stage of the admission 

process: enquiry, pre-application, application, decision (deposit payment).  

Marketing the School  

 Liaise with the Marketing and Communications department in connection with the marketing 

of the School. 

 Produce all marketing material and invitations, in consultation with the Head and the 

Marketing and Communications department. 

 Organise events such as Open Days and ensure that parents of prospective pupils receive 

relevant information.  

 Manage tours, book appointments for parents, and make members of staff aware of the visit.  

 Greet families when they visit.  

 Ensure relevant information about visiting families is made available to the Head prior to their 

visit.  

 Follow up all visits by appropriate methods of communication.  

 Visit and build relationships with pre-Prep and feeder schools. 

Applications  •  Provide leadership and vision to ensure that the School’s admissions practices and procedures 
are up to date, compliant with all relevant regulations and effectively implemented and that 

they are seen as dynamic systems that are continually kept under active review.  

 Liaise with the relevant colleagues to ensure assessment papers are accurate and up-to-date. 

 Manage and administer assessments, including the practical arrangements (rooms, catering, 

schedules etc.). 

 Attend assessment meetings with the Head as required.  

 Undertake analysis of entrance examination/test results as required.  

 Assist the Head with the process of making offers, maintain records of responses, regularly 

update the SLT on responses received and initiate appropriate follow up to responses.  

 Follow through every application to the point of final acceptance or withdrawal of interest. 

 Maintain proactive and timely communication with families throughout the admissions 

process.  

 Liaise with the Bursary over template offer letters and any contractual documentation issued 

to parents.  

 Liaise with the Bursary over new pupil acceptances and the payment of deposits. 

Overseas Applicants 

 Work closely with the Head to review and ensure that overseas enquiries are suitable.  

 Ensure that good relations are maintained with key agents, including ensuring proactive and 

timely communications throughout the admissions process.  

 Assist overseas families in ensuring that appropriate guardianship arrangements are in place 

for all students joining the School to be well informed and able to advise families of suitable 

guardianship agencies.  

 Liaise with the Bursary over additional requirements for overseas pupils. 

New Pupils 

 Ensure that parents of new pupils receive relevant documentation. 

 Assist with parent and pupil induction materials as required; and provide teaching staff with 

the required documentation relating to new pupils and their induction.  

Measurement, Analysis and Forecasting  
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 Manage the weekly forecasting of admissions figures ensuring that the pupil forecast is based 

upon the up-to-date admissions pipeline.  

 Track, manage and analyse all elements of the admissions process including enquiries, visits, 

registrations, offers, starters and leavers on the School’s MIS. 
 Maintain detailed and accurate records of leavers’ destinations.  
 To update SLT with weekly reports on pupil and prospective pupil movement. 

 To ensure that pupil lists are accurate and up-to-date at the beginning of each academic year 

and throughout the year as change occurs.  

 To liaise with the Bursary and reconcile pupil numbers on a regular basis.  To ensure the 

Bursary is aware of new starters and that billing arrangements are in place.  To ensure the 

Bursary is aware of pupils as they give notice and leave the School to ensure the final account 

is issued and deposits returned in a timely way.  

During the course of day-to-day duties, the Registrar will have access to data and personal 

information which must be processed in accordance with the policies and procedures in place at 

the time. 

 

He/She will be responsible for promoting and safeguarding the welfare, and health and safety, of 

children and young persons with whom he/she comes into contact. 

 

This list of duties and responsibilities is not exhaustive and includes any reasonable additional 

request which assists the smooth operation of the school. 
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Person specification  
             

 

 ESSENTIAL DESIRABLE 
METHOD OF 

ASSESSMENT 

EDUCATION / 

QUALIFICATIONS 

 To be educated to at least A Level or the 

equivalent 

 To have a good honours degree 

in an appropriate subject 

 To be familiar with 

Information Management 

Systems such as iSAMS 

 Application 

form 

 Certificates 

 References 

EXPERIENCE 
 To have requisite experience in a client-

facing role 

 Experience of working in an 

educational environment 

 To have knowledge of the 

independent primary school 

market in London 

 Application 

form 

 References 

 Interviews 

SKILLS & ABILITIES 

 To be proficient in the use of a range of IT 

applications including spreadsheets and 

databases 

 To be able to use ICT appropriately to 

support administration 

 To be an outstanding communicator, 

orally and in writing, with parents, pupils 

and staff 

 To be firm but fair 

 To have very good time management 

skills 

 To be discreet and adhere to 

confidentiality 

 To have excellent interpersonal skills 

 To be able to work accurately and at 

speed 

 To be able to prioritise and work with 

confidence and to understand the need to 

check work 

 To be meticulous in dealing with detail 

 

 Application 

form 

 Interview 

 References 

PERSONAL 

QUALITIES/  

ATTITUDES/ 

BEHAVIOURS 

 Committed to safeguarding and 

promoting the welfare of children 

 Ability to form and maintain appropriate 

relationships with children 

 Motivation to work with people 

 Ability to form relationships with a wide 

range of people 

 To be able to make every parent and 

pupil feel welcome and at ease 

 To be able to empathise with parents 

 Personable 

 Emotional resilience 

 Positive attitude 

 To be calm at all times 

 

 Application 

form 

 References 

 Interview 

KNOWLEDGE/ 

UNDERSTANDING 

 Wide ranging general knowledge 

including of the educational environment 

 Sound knowledge of 

admissions in the local area 

 Application 

form 

 References 

 Interview 
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Salary, hours and benefits 
             

 

The salary awarded will depend on qualifications, skills and experience of the successful 

candidate.  The Governors review salaries each year to ensure they remain competitive.  Salaries 

are paid by account transfer on the 25th day of each month, or the previous working day, in twelve 

equal payments. 

 

Hours 

 

Full or part time working hours will be considered, with a minimum of 25 per week during the 

term time.  Additional hours may be required on occasion. 

 

Benefits include: 

 

Longer holidays than the maintained sector. 

 

Staff Fee Remission – staff are eligible for fee remission.  The continuance and value of the 

school fee remission is at the discretion of the Governors. 

 

Enhanced sick and maternity/paternity pay arrangements – the school offers additional 

support to staff via its sick and family friendly policies.  

 

Pension Scheme - Membership of the Non-Teaching Staff Pension Scheme with employer’s 
contributions of up to 12%.  Automatic life assurance cover (currently 4 times annual 

salary) for members of the pension scheme.   

 

Personal Accident Insurance – staff are covered for permanent disability resulting from an 

accident, whether at School or elsewhere.  Cover is provided for 365 days of the year. 

 

Private Medical Insurance – membership of a private medical insurance scheme is 

available at a reduced rate. 

 

Advance purchase of travelcards with monthly repayments – the School will pay for your 

travelcard (minimum three month card) and collect the repayments, at cost, over the life 

of the travelcard. 

 

Cyclescheme – the School is part of the scheme which enables staff to purchase bicycles 

and equipment at a tax advantageous rate and pay for the equipment over 12 months. 
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Application 
            

            

Please read the recruitment pack carefully, including the School’s Safeguarding and Recruitment 
policies.  Fully completed application forms should be returned to the Personnel Office at the 

School by post or by email to recruitment@godolphinandlatymer.com as soon as possible. 

 Please note that applications must be made on the school’s application form.  CVs alone will not 

be accepted. 

 

Applications will be considered on receipt and interviews may occur at any stage. 

 

Equal Opportunities 

  

It is the policy of The Godolphin and Latymer School to ensure that all job applicants are 

considered equally and consistently and that no applicant is treated unfairly on any grounds 

including race, colour, nationality, ethnic or national origin, religion or religious belief, sex or 

sexual orientation, marital or civil partner status, disability or age. 

   

Safeguarding 

  

Candidates should be aware that all posts in the School involve some degree of responsibility for 

safeguarding children.  The School is exempt from the Rehabilitation of Offenders Act 1974 and is 

therefore permitted to ask job applicants to declare all convictions, cautions, reprimands and final warnings (including those which would normally be considered ‘spent’) in order to assess their 
suitability to work with children.  You are not required to disclose a caution or conviction for an 

offence committed in the United Kingdom if it has been filtered in accordance with the Disclosure 

and Barring Service filtering rules.  The successful candidate will be required to complete a 

Disclosure & Barring Service application.  References will be sought on short-listed candidates 

and we may approach previous employers for information to verify particular experience and 

qualifications.  The successful candidate will also be required to provide original certificates of 

qualification and may be asked to undergo a medical examination prior to taking up the post. 

 

Charitable status 

 

The Charity called The Godolphin and Latymer School (charity registration number 312699) is 

administered by The Godolphin and Latymer School Foundation, a charitable company limited by 

guarantee (Company number 3598439). 
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