
 
  

DIRECTOR OF ADMISSIONS 

For September 2021 
OVERVIEW 
Rugby School Thailand opened in 2017 on its purpose-built, 74-acre campus in glorious 
countryside south of Bangkok. It is a member of the Rugby School Group and the first sister 
school of Rugby School, one of England’s most famous boarding schools, which was founded by 
Royal Charter in 1567. Rugby School Thailand embraces Rugby’s educational ethos of 
developing the whole person. It aims to become one the leading British schools in South East 
Asia. 
RST currently educates 800 pupils aged 2 to 18. It has a thriving boarding community and pupils 
can board from age 10. The School consists of a Pre-Prep (age 2-7), a Prep School (7-13) and a 
Senior School (13-18), each with purpose-built, dedicated facilities on the same stunning 
campus. 
THE ROLE 
The Director of Admissions is a member of the School’s Senior Leadership Team. She or he 
leads the Admissions team and is responsible to the Principal for all aspects of the pupil 
recruitment and admissions process across the School. This involves the management of 
enquiries from the initial enquiry stage to enrolment, ensuring the accurate recording and 
management of data, and that the School is represented in a professional and welcoming 
manner. 
  
The Director of Admissions will need to be highly organised and personable with excellent 
communication and IT skills. She or he will act as an ambassador for the School and must offer a 
first-class customer service experience to all stakeholders in a proactive and target-driven 
manner. Effective written and verbal communication, and the ability to maintain a high level of 
efficiency in a busy environment, are essential skills for this role.  
  
The School’s Admissions function is closely aligned to its marketing strategies and to the work 
of the Marketing team, and liaison and close collaboration between Admissions and Marketing 



is essential. 
  
KEY RESPONSIBILITIES 
Admissions Process 

 Demonstrate an affinity for and support of the School’s aims and ethos 
 Develop Admissions Office policies, procedures and practice 
 Line-manage the Admissions team, be responsible for all admissions enquiries, 

managing requests received via the website, email, telephone, post and in person 
 Ensure all pupil admissions data are accurately recorded and maintained, and that 

the School is represented in a professional and welcoming manner 
 Lead, manage and deliver an efficient, warm and welcoming Admissions programme, 

ensuring that a timely response and follow-up is carried out at all stages of the 
customer journey 

 Provide a professional service to parents, pupils, staff, feeder schools and the wider 
public with effective systems to ensure the smooth operation of the Admissions 
process 

 Coordinate appropriate Admissions tests at all entry levels, including overseas 
applicants 

 In collaboration with the SLT, plan and ensure the smooth running of school visits, 
assessments, interviews and taster sessions  

 Oversee the smooth transition from prospective pupil to current pupil status, 
including the procedures for references requests, offers, acceptance, New Pupils’ Day 
and joining packs 

 Manage the School’s Scholarship and Bursary Programme, including preparing 
information, promoting the offering, and coordinating paperwork and arrangements 
for Scholarship assessments and subsequent offers 

 Liaise with the Chief Financial Officer as necessary to ensure appropriate financial 
assistance is granted to pupils in need and that accurate billing is carried out 

 Ensure, alongside HR Department, that all necessary visa (and associated) 
documentation is correct and in place for overseas pupils 

 Assume responsibility for the School’s Admissions Policy, compliance with statutory 
regulations in respect of relevant UK and Thai authorities and inspection bodies, and 
in respect of the relevant equality, disability and discrimination legislation 

 Maintain the Admissions Register in line with relevant UK and Thai legislation and 
regulatory requirements 

 In line with current legislation and regulatory requirements, maintain the pupil 
database from initial enquiry onwards and update current pupil records as required 

 Ensure regular circulation of statistics in relation to school roll, recruitment and 
prospective pupil numbers 

 Manage and maintain entry and waiting lists 
 Manage the offering of places in line with Rugby School Thailand’s Admissions Policy 
 Report, analyse and identify trends in recruitment/roll data 



 Ensure new starters/deposits/leavers/special terms are accurately recorded and 
relevant departments promptly notified 

 Maintain the Admissions section of the website  

 
Marketing, Recruitment and Retention 
  

 Contribute to the marketing of the School by supporting the implementation and 
development of marketing initiatives to achieve the target pupil roll numbers across 
the School 

 Assist with the preparation and production of marketing collateral 
 Liaise closely with the Marketing team regarding marketing material 
 Attend education and international school fairs 
 Understand recruitment trends and identify areas of the school roll requiring 

promotion 
 Take a proactive role in Rugby School Thailand’s pupil retention activities 
 Research and maintain contact with feeder schools, supporting Heads with visits and 

identifying new opportunities for engagement 
 Work closely with the Marketing Department with regards to communication and 

promotion of Open Days, Scholarships, taster events, school publications and other 
marketing activities 

 Work closely with the Marketing Department to promote the School and attract new 
pupils, pro-actively building relationships with stakeholders including feeder schools, 
and ensuring that the School recruits the best pupils and achieves its admissions 
targets 

 Organise Induction Days, New Pupil Days and other events relevant to new pupils 
and new parents  

 In liaison with the Marketing Department, organise recruitment events such as Open 
Mornings, Open Days, and Open Evenings, some of which will take place outside of 
normal working hours 

  
Qualities 
  

 Highly professional in appearance, with an excellent telephone manner and a flexible 
approach 

 The capacity to work under pressure calmly and efficiently 
 Recognises the importance of confidentiality 
 Able to act on own initiative with a practical approach to problem solving and putting 

forward ideas for resolution 
 The vision to support the School in a time of growth and development 
 Committed to the protection and safeguarding of children and young people 



 Understands and is willing to uphold the aims and ethos of Rugby School Thailand 
 A commitment to on-going personal and professional development 

  
Qualifications and Experience 
  

 Likely to be educated to Degree level 
 Knowledge and recent experience of the admissions process in an international 

school, with the ability to demonstrate an understanding of the regulatory 
requirements applicable to this role 

 Line management experience 
 Experience of offering a first-class customer service with the skill to build 

relationships with a wide range of stakeholders  
 Knowledge of the international schools’ market 
 Experience of data entry and analysis 
 Knowledge of school management information systems  

 Skills and abilities 

 Excellent written communication and organisational skills, with the ability to 
prioritise workload 

 Meticulous attention to detail is essential to ensure production of accurate work at 
all times 

 Highly proficient in IT, including databases and mail merge 
 Ability to be flexible with working hours as some weekend and evening work may be 

required 
 Able to build effective working relationships with colleagues and to enjoy being part 

of a team  

Hours of Work 
  
This is a full-time position working all year round and will require occasional overseas travel to 
international recruitment exhibitions.  
  
Standard hours of work are from 9am to 5pm from Monday to Friday and occasional Saturdays 
to accommodate prospective parent visits and pupil assessments. As a member of the Senior 
Leadership Team, the post holder is expected to work the hours required to fulfil the 
requirements of the role.   
  
Holiday entitlement includes 20 days per year, three days at Christmas, three days at New Year, 
four days at Songkran (Thai New Year), and any public holidays observed by the School.   
  
Child protection at Rugby School Thailand 



Rugby School Thailand is committed to safeguarding and promoting the welfare of children and 
young people and we aim to create and maintain a safe environment for our pupils, where they 
feel respected and supported. We expect all staff to share this commitment and to become 
familiar with our policies and procedures for child protection and security. 
As a member of the School’s teaching staff, the post-holder will have a responsibility in every 
circumstance to promote and safeguard the welfare of pupils in the School. The School’s 
procedures and policies for child protection and security are published in the Staff Handbook, 
to which all teachers have access via the internet, and training in these procedures and policies 
forms part of new teacher induction, as well as on-going staff development. 
Questions related to the welfare and safeguarding of children will be included at interview. 
Application process 
To apply, please email your CV and a letter of application addressed to the Chief Operations 
Officer at coo@rugbyschool.ac.th outlining your reasons for applying for this post and providing 
evidence of your suitability for the role as outlined above. 
The closing date for applications is 9am UK (4pm Thai) on Friday 4th December 2020. 
Rugby School Thailand reserves the right to make an appointment at any stage of the 
recruitment process. 

 


