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JOB DESCRIPTION

Job Title: Admissions Partnerships Lead 

Reports to: Director of Marketing and Admissions

Staff Supervised: None	

Key Contacts and Relationships: Director of Marketing and Admissions; overseas agents; feeder schools; Registrar; Admissions Officer; the Head; the Deputy Heads; the Bursar; the Head of Bootham Junior School; Commercial Lettings Manager; Digital Marketing Officer; prospective parents; prospective students.

Overall Purpose

The Admissions Partnerships Lead will play a key role in building, managing and strengthening relationships with external partners to support the School’s pupil recruitment and partnership development objectives, including international education agents, overseas schools and UK feeder schools.

Acting as an ambassador for the School, the postholder will work collaboratively with other members of the Marketing and Admissions Team to manage external partnerships, represent the School at events in the UK and overseas, and to support a positive admissions journey for prospective families introduced through partner relationships.

The role offers the opportunity to play a visible part in developing the School’s external partnerships activity within a collaborative and ambitious team environment. The successful candidate will be a confident communicator and relationship-builder, capable of managing a varied workload.

Key Responsibilities:

International Agent Relationships
· Support the School’s international recruitment objectives by maintaining strong relationships with existing education agents and developing new partnership opportunities.
· Manage the onboarding and ongoing administration of education agents, including agreements, training and partnership documentation, ensuring compliance with relevant procedures and expectations.
· Act as the primary contact for education agents, maintaining regular communication and engagement.
· Identify and attend UK and international agent-facing events on behalf of the School.
· Develop an understanding of the School’s international recruitment markets and UKVI requirements relating to Student Sponsors.
· Work closely with the Admissions Team to ensure effective handover and continuity for prospective pupil enquiries and applications introduced by agents.

Immersion Programme Development
· Build relationships with education agents and overseas schools to create opportunities for residential groups to attend short-term immersion programmes at the School.
· Coordinate the initial planning and development of immersion programme proposals and schedules.
· Work collaboratively with the Commercial Lettings Manager and other internal stakeholders to support the successful handover and operational delivery of immersion programmes.

Feeder School Relationships
· Build and maintain strong relationships with feeder schools across the region.
· Identify feeder school events and outreach opportunities to strengthen partnerships which will raise awareness of the School amongst prospective families and school communities.
· Coordinate outreach activities for feeder schools on the School site, including workshops, tournaments and camps
· Work collaboratively with the Marketing and Admissions team to support recruitment pipelines arising from feeder school engagement.

General Responsibilities
· Maintain accurate and up-to-date records relating to agent and partnership activity using the School’s systems.
· Review engagement and outcomes from external partnerships activity.
· Represent the School professionally at all times and act as a positive ambassador for the School.
· Develop strong working relationships across the School community in order to understand and communicate the distinctive character and ethos of the School to external partners.
· The role will involve attendance at events which may fall outside normal working hours and will require occasional travel within the UK and overseas. Flexibility will therefore be required in line with the nature of the role.
· Flexibility to attend events outside normal working hours and undertake occasional UK and overseas travel as required.

Other:
· Undertaking duties in line with the Health and Safety policies of the School.
· To engage actively with the School’s performance development review processes and take responsibility for own development.
· To promote and uphold the School’s values in relation to Equality and Diversity.
· To promote and safeguard the welfare of children and young persons and ensure compliance with the school’s Child Protection Policy Statement at all times.
· To understand the issues of radicalisation and to refer concerns appropriately.
· Undertake other duties which may arise from time to time, to be agreed with your line manager.





It is the joint responsibility of the role holder and their line manager to review and update the job description as required.

………………………………………………………………………………………………………………………………………….

Confirmation of acceptance of the above job description:


Signed: ……………………………………………………………………………….	Date:………………………….


Skills and Competences required in the role:

· Experience in relationship management and partnership development, ideally within the independent school sector or wider education sector.
· Excellent interpersonal and communication skills, with the ability to build strong professional relationships with a wide range of stakeholders.
· Confidence representing the School to external partners.
· Strong organisational skills with the ability to manage a varied workload independently and prioritise effectively.
· Experience coordinating events, visits or partnership activities.
· Excellent written and verbal communication skills.
· Strong administrative accuracy and confidence using Microsoft Office and management information systems (ideally isams).
· An understanding and appreciation of the School’s ethos and values.
· Willingness to develop strong relationships across the School community in order to understand and reflect the distinctive qualities of the School to external partners.
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