
JOB DESCRIPTION FOR THE ROLE OF

INTERNATIONAL REGISTRAR
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KEY DETAILS
Job Title: International Registrar

Reporting to: Director of Communications
Line managing: International Admissions Officer

Term: Full Time, permanent
Salary: £30 – 35,000 depending on experience and a good pension scheme

Start date: September 2017 (depending on notice period)

This is an exciting opportunity for a highly professional individual 
with experience in the recruitment of international students for 

British boarding schools or the wider higher education sector.

The successful candidate will have a proven track record of 
building new markets, reaching and surpassing sales targets 

and having the initiative to drive opportunity. The role will 
involve a high level of flexibility and extensive overseas 

travel as required.
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THE ROYAL HOSPITAL SCHOOL

The Royal Hospital School (RHS) was founded in 1712 
in Greenwich, London, to ’improve navigation’ through 
education and, as it prepared boys for a life at sea, many 
went on to become explorers and pioneers of their time.

Today, it is a coeducational boarding and day school for 
11 to 18 year olds set in 200 acres of beautiful Suffolk 
countryside overlooking the River Stour. Its location is 
breath-taking. 

RHS is part of Greenwich Hospital and is unique in its 
charitable association. Greenwich Hospital continues to 
support the children of seafarers through the provision of 
seafarers’ bursaries and discounts. 

Over the past 10 years, the School has grown in popularity 
and reputation positioning itself as the school of choice for 
parents seeking an outstanding all-round and full education 
for their children, enriched by a unique naval heritage.

In 2006, day pupils were accepted for the first time and 
recruitment extended to international pupils. By September 
2016, the roll was 750 pupils; the highest in living memory. 
By 2020, the School expects to increase the roll to 800 

with sustainable boarding numbers at 450 and 350 day 
pupils. The recruitment of international pupils is focused on 
a broad diversity avoiding over-subscription from any single 
nationality.

In the most recent Independent Schools Inspectorate report 
(2015) the Royal Hospital School was rated Excellent in 
every area.

Links with royalty and the Royal Navy are strong. HRH 
Prince Andrew, the Duke of York KC GCVO is the School 
Visitor.

THE SURROUNDING AREA
The closest train station is Manningtree which is on the 
main line to Norwich and an hour from London Liverpool 
Street station. The School is located on a magnificent site 
within 200 acres overlooking the River Stour and just 20 
minutes from Ipswich. The campus itself is self-contained 
and the majority of teaching staff and some support staff 
live on site.
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THE ROLE
One of the School’s key strategic objectives is to increase the roll to around 800 pupils by 2020 with a mix of 450 
boarders and 350 day pupils.

The International Registrar would have overall responsibility for international admissions with the aim of increasing and 
sustaining international pupil recruitment to around 20% of the School roll (approx. 160 pupils). The focus will be on 
entry at Year 7, 9 and 12 and on long term boarders taking into consideration minimum English language requirements 
in order to access the curriculum and ensuring diversity i.e. no more than 5% of the total community made up of 
any one language/nationality. Specific year group, gender and nationality targets are set annually by the Director of 
Communications.

The International Registrar would be required to work closely with the UK Registrar to ensure that pupil recruitment meets 
key performance indicators in terms of conversion targets, pupil mix, maximising fee income, sustaining diversity of the 
pupil population and effective capacity management of boarding spaces.

RESPONSIBILITIES
1.  Develop and implement a targeted International 

Admissions Recruitment Strategy that will generate a 
sustained level of good quality enquiries from overseas.

2.  Work with the International Admissions Officer, and in 
consultation with the UK Registrar, to establish best-
practice international admissions processes that will 
maximise the conversion of enquiries to acceptances 
and in line with the School’s Admissions Policy and 
Procedures.

3.  Work with the International Admissions Officer, EAL 
Department and Deputy Head (Academic) to establish 
the best tools and processes for selection of international 
pupils including remote selection (on-line testing, use of 
established agent’s tests and skype interviewing) and in 
line with the School’s Admissions Policy and Procedures.

4.  Work with the International Admissions Officer to 
identify and build relationships with suitable education 
agents ensuring a good spread of nationalities and year 
groups. Draw up agreements, agree tactical marketing 
initiatives and establish an effective agent management 
programme.
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5.  Extensive overseas travel involving visiting agents, 
exhibitions, recruitment fairs and meeting current and 
potential families.

6.  Advise the Headmaster and Board of Governors on 
market intelligence, partnership opportunities and 
emerging markets for strategic planning purposes.

7.  Manage the allocation of CAS statements for pupils 
requiring Tier 4 visas and together with the Data Manager 
ensure that the School complies with the requirements for 
Highly Trusted Status sponsorship.

8.  Work with the British Boarding Schools Network to 
create a marketing platform with overseas agents.

9.  Work with the Marketing Manager to create marketing 
collateral appropriate for specific international markets 
and to assist education agents in their promotion of the 
Royal Hospital School.

10.  Use the iSAMS management information system 
to store admissions data and provide management 
information on international pupil recruitment.

11.  Gather information about overseas pupils’ achievements 
and success to feedback to agents and for marketing 
purposes.

12.  Consider further product development that will enhance 
the School’s proposition in particular markets overseas.

13.  Produce regular management reports on international 
admissions, international market intelligence and key 
performance indicators.

14.  Be a prominent public representative in the overseas 
market promoting the values, attributes and aims of 
the Royal Hospital School.

15.  Advise the School community on best practices 
regarding support, care and expectations of 
international pupils and prepare resources and present 
recommendations to assist pastoral and academic staff.

16.  Continue to show an interest in the progress, well-being 
and achievements of international pupils during their 
time at the School and feedback to agents and parents.

17.  Line manage the International Admissions Officer.

18.  Any other duties appropriate to the role as directed by 
the Director of Communications.
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THE PERSON

ESSENTIAL EXPERIENCE
•  Working in a pupil recruitment role within an educational 

establishment

•  Working with education agents

•  Dealing with students requiring Tier 4 visas

DESIRABLE EXPERIENCE
•  Working in a pupil recruitment role within a UK boarding 

school

SKILLS AND ABILITIES
•  Results-driven and can-do attitude

•  Strong interpersonal skills with the ability to form 
relationships with teaching and support staff, prospective 
parents and other stakeholders

•  A willingness to undertake extensive travel

•  Excellent written and verbal communications skills

•  Educated to degree level or equivalent relevant 
qualifications or experience.
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APPLICANT INFORMATION

TERMS & CONDITIONS
The Royal Hospital School would like the successful 
candidate to commence employment in September 2017. 
There will be a probationary period of 6 months.

The gross annual salary will depend on the experience of 
the successful candidate but in the region of £30 – £35,000. 
Normal working hours are 37 per week generally across 
09.00 to 17.00 Monday to Friday but flexibility as well as 
extensive overseas travel will be required.

RHS also offers a contributory pension scheme through 
Legal & General with matched contributions between 5% 
and 7.5%. Lunches are provided on site and staff have 
access to the fitness suite, strength and conditioning room 
and swimming pool at specified times. 

The holiday entitlement is 33 days which includes statutory 
bank holidays.

The Royal Hospital School is committed to safeguarding 
and promoting the welfare of children and young 
people and expects all staff and volunteers to share this 
commitment. The successful candidate will be subject to a 
DBS check. 

INTERVIEW TIMETABLE
•  Applications should be made using the Royal Hospital 

School Support Staff Application Form which is available 
online at www.royalhospitalschool.org/vacancies

•  The deadline for applications is  
Friday 11 August by 12 noon. These should be sent to  
recruitment@royalhospitalschool.org or by post to HR 
Manager, Royal Hospital School, Holbrook, Ipswich, Suffolk 
IP9 2RX

•  Successful applicants should be available for an initial 
telephone interview in the week commencing 14 August.

•  Interviews will take place at the Royal Hospital School 
during the week commencing 21 August.

NOTE: Although this document is designed to give a 
fair picture of the nature of the role and conditions of 
employment, it does not represent a legally binding 
contract. A separate contract of employment will be 
submitted for that purpose upon receipt of references 
and acceptance of a verbal offer made to the successful 
candidate..

For a confidential discussion about the role please contact Sophie Braybrooke at  
sbraybrooke@royalhospitalschool.org or 01473 326294.

An information pack is also available by contacting the School at: recruitment@royalhospitalschool.org

WWW.ROYALHOSPITALSCHOOL.ORG
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