
 

September 2018 (VK, AB) 

Westbourne School Job Description 

 

Job Title: Admissions Assistant and Junior School Secretary 

Reports to:  The Bursar 

Job purpose: To provide admissions support to the Director of Marketing & Admissions and to provide a 

secretarial service to the Head of Junior School and other teaching staff. 

 
This job description forms an integral part of the Appraisal process carried out annually by the Headmaster/SMT.

 

 
Admissions & Marketing 

 

1. Assisting with the admissions process as directed, to include; data input, taking initial calls, logging 
information on PASS and creating summary schedules, following up enquiries and mail outs to 
prospective parents; 

 

2. Local distribution of marketing material and preparation of mail-shots, being present at the open days 

(twice a year) outside school hours, dealing with prospective pupil literature, ensuring internal school 

display boards are well presented; 

 

3. Checking that Westbourne and Westbourne Pre-School entries on external websites are up to date. 
Updating the website as directed; 

 

4. Ensuring that the Press Folder is up to date in both Senior and Junior School reception areas. 
 

 

Secretarial Duties 

 

5. To provide a secretarial service to the Headmaster, the Head of Junior School and, where appropriate, to 
other senior staff, including maintaining their diaries/appointment schedules and associated secretarial 
duties; 

 

6. To type letters, reports, memoranda and other documents, using appropriate equipment, including word 
processors and office management systems.  This will include typing of a confidential nature and general 
support typing.  To input computer data for past, present and prospective pupils onto the school’s 
databases; 

 

7. To receive and relay promptly any telephone, post or other messages, dealing as appropriate with routine 
enquiries;   

 

8. To liaise, greet and address Visitors, Governors, Teachers, and Parents face to face and over the 
telephone in a courteous and sensitive manner and ensuring the office/desk are presentable and in order, 
etc; 

 

9. To maintain pupil records, collate reports and send information to parents as requested by the 
Headmaster and the Head of Junior School; 
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10. To assist pupils who become ill/injured at school, contact parents and maintain a watching brief over 
them until they leave the school premises.  To ensure that all pupils leaving and returning to the Junior 
School premises are signed out and in as appropriate; 

 

11. To work upon the schools computer system, familiarity with Microsoft Office is essential.  Undertake 
typing of general letters using Word and input data into school databases using Access and Excel. To 
proof-read and print out all letters sent out from Junior School; 

 

12. To meet any contractors and visitors, checking deliveries, visiting the Junior School site and direct them to 
either the Caretaker or Bursar, and be aware of work they are undertaking on site; 

 

13. To maintain sufficient stocks of uniforms & school games kit held at the school, liaise with parents wishing 
to purchase the uniforms and games kit and ensure accurate records are maintained for billing purposes;  

 

14. To oversee maintenance of the school photocopiers by ensuring sufficient stocks of paper, toner are kept 
and booking regular services in accordance with agreements; 

 

15. Any other ad-hoc duties required of the position. 
 

 


