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Job Description 
Job Title:

Marketing & Admissions Assistant
Department:

Marketing & Admissions Office


Accountable to:
Director of Marketing & Admissions
Responsible for:
No direct reports
Hours:


5 days a week (three days at Stowe, two days home working)
Purpose of the job:

To provide administrative support to the Admissions Department
Context:

Stowe School occupies Stowe House and about 200 acres of the Stowe estate, and is located in Stowe’s world famous landscape gardens set in 880 acres. Stowe School is an independent co-educational boarding School with approximately 850 pupils. There are around 400 full and part-time staff with 80 staff and their families living on site. The National Trust manages the landscape gardens and opens the grounds to over 100,000 visitors a year. Stowe House is open to the public during the School holidays and, for guided tours, during term time.

Stowe School is committed to safeguarding and promoting the welfare of children and expects all staff to share in this commitment.

Values and Behaviours:

The post-holder is expected to act professionally at all times and in accordance with the standards of behaviour and code of conduct outlined in the staff handbook and below. 

The Stowe Community is committed to working together to achieve Stowe’s aims and objectives. It is a Christian community that aspires to excellence through working efficiently whilst being responsive to change, adding value where possible and using resources wisely. We collaborate to work both as individuals and as members of a team, communicating and consulting often and openly to the highest standards. We act with integrity and treat each other considerately, valuing diversity and rejecting discrimination. We operate within the appropriate laws and regulations.  We are accountable to each other and to our pupils, parents, governors, trustees and visitors. The Stowe Community is both environmentally and socially responsible, recognising the importance of an appropriate work/life balance. 

Key Responsibilities and Accountabilities:
To ensure the smooth administration of the Marketing & Admissions Department and its processes.

· To act as Assistant to Director of Marketing and Admissions.
· To assist with managing the Stowe, Winchester House and Swanbourne House website. This will primarily involve chasing, checking and updating the general information on all pages.and helping to optimise the site, and to add news reports, sports results and calendar information.

· To liaise with other areas of the School e.g. General Office to facilitate the production of marketing material.

· To assist with the organisation of the School’s Open Mornings and Taster Days.

· To assist with the organisation of Lower Sixth Entrance and Scholarship days, and Common Entrance.

· To help with the preparation of promotional material for external visits and exhibitions.
· To support the Admissions Manager for 16+ Recruitment with the entering of applications onto the school systems (ISAMS etc).
· To be responsible for the issuing of CAS for Child Student Visas.
· To manage the Child Student Visa filing system.
· To help prepare and circulate joining information for New Pupils.
· To maintain the Parent Portal for New Parents.
· To ensure adherence to statutory Health and Safety and Data Protection Legislation at all times.
· To undertake any other ad-hoc duties as defined by the Director of Marketing & Admissions. 
· To assist with any Ad Hoc duties as required.
This job description reflects the present requirements of the post and as duties and responsibilities change/develop, the job description will be reviewed and be subject to amendment in consultation with the post holder.

Date agreed:  July 2021
Person Specification

The selection of candidates for short-listing will be based on this specification and candidates should bear this in mind when preparing their application and completing the application form:

	Attributes
	Essential
	Desirable

	Qualifications
	
	

	Specialist Skills & Experience
	· Excellent communication skills to internal and external customers.

· Good administration skills and attention to detail.

· Ability to work on own initiative and as part of a team.

· IT literacy, particularly database administration, Excel and Word (mail merges).

· Ability to maintain a professional stance in challenging situations.

· Excellent time management.
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