Job Description: Admissions Administrator

Reports To: Admissions and Marketing Manager 
Location: West London – with some travel to Ark Start sites across London
Contract: Permanent
Pattern: Full-Time (Part-time considered, minimum 0.8 FTE)
Full Time Salary:  from £27000

About the role:

We are seeking an Admissions Administrator to join the Ark Start team. This is a varied and rewarding role for someone who enjoys working with people, thrives in a fast-paced environment, and takes pride in being highly organised and detail-orientated.
Ark Start currently operates seven nurseries across London, with more settings due to open over the next year. Each Admissions Administrator will support a cluster of Ark Start nurseries, working closely with nursery managers and families to ensure smooth admissions processes, excellent customer service, and effective communication.
The role would suit a highly organised individual who would thrive working with a range of different people in a dynamic and fast-growing organisation.

Key responsibilities (for a cluster of Ark Start nurseries)

For a cluster of Ark Start nurseries:
· Manage the full administrative admissions process from enquiry to enrolment, ensuring accurate records, timely follow-up, and a smooth customer journey.
· Act as the first point of contact for customers via phone and email, ensuring a professional and welcoming service.
· Coordinate and schedule nursery show-arounds, Open Days, home visits, drop-in sessions, setting visits, and admissions appointments, maintaining organised calendars and confirming bookings with families.
· Liaise with nursery managers to keep information accurate and up to date, supporting both customer requirements and financial targets.
· Maintain accurate records on the management information system.
· Handle initial complaints and queries, escalating to nursery managers where necessary.
· Ensure all admissions data is current and reliable.
· Provide regular reports to nursery managers and SLT on enquiries, occupancy, and forecasts.
· Monitor and report on additional paid services, including catering, bookings, and offsite visits.
· Manage catering bookings, track orders and uptake, and ensure waste is minimised.
· Carry out regular debt reviews, ensuring timely follow-up and escalation where required.
· Ensure funding is applied correctly and recorded on the relevant system in a timely manner.

Other responsibilities (together with admissions and customer services officers)
· Support and cover across all Ark Start nurseries, as required
· Responsible for communications templates and process plan
· Support with marketing for new nursery openings


Person Specification: Admissions Administrator

Knowledge & Skills
· Strong written communication skills
· Strong interpersonal skills
· Excellent phone manner
· High level of accuracy and attention to detail, ensuring records, bookings, and documentation are maintained to an exceptional standard.
· Willingness to go above and beyond, a quick learner and adaptable
· Competent in Microsoft Office applications, including Outlook, Excel, Word, and Teams, with confidence using digital administration systems.


Personal Qualities
· Team player who takes initiative 
· Ability to prioritise and manage conflicting demands 
· Commitment to Ark Start values and mission
· Demonstrates resilience and an ability to positively respond to changing priorities 
· Willingness to occasionally travel across Ark’s network of schools 
	

Other 
· Right to work in the UK
· Commitment to equality of opportunity and the safeguarding and welfare of all students
· Willingness to undertake training
· This post is subject to an enhanced DBS check and Disqualification by Association check


Ark is committed to safeguarding and promoting the welfare of children and young people in its academies. In order to meet this responsibility, its academies follow a rigorous selection process to discourage and screen out unsuitable applicants.  

Ark requires all employees to undertake an enhanced DBS check. You are required, before appointment, to disclose any unspent conviction, cautions, reprimands or warnings under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975. Non-disclosure may lead to termination of employment. However, disclosure of a criminal background will not necessarily debar you from employment - this will depend upon the nature of the offence(s) and when they occurred. To read more about Ark’s safer recruitment process, please click this link. 

We aim to build a diverse and inclusive organisation where everyone – staff and students – can do their best work and achieve their full potential. We want to reflect and represent diverse perspectives across our organisation because we know that doing so will make us stronger and more effective. To know more about Ark’s diversity and inclusion commitments, please click on this link.


