
 
 
 
 

 
  
 
The Admissions Registrar is part of the Corpus Christi College Community Relations team. 

 
The role is responsible for the coordination of the enrolments process for the College, including end-
to-end administration, enquiry management and involvement in marketing initiatives. In providing 
this support, the Admissions Registrar plays a key role in publicising the College to prospective 
parents and students, as well as the greater community.  

 
The Admissions Registrar is directly accountable to the Director of Community Relations. The 
Admissions Registrar will work alongside the Marketing Officer, and will also provide support to the 
Leadership team in the course of their duties. 
 
A personable, forward-thinking and organised individual with a positive attitude is required. 
Experience with enrolment administration in an educational institution is essential, as is a customer-
focused approach to service. Effective time management and communication is also key for this 
role, alongside tact, initiative and integrity. 

 
As a member of staff, the Admissions Registrar will support the Principal and staff in the promotion 
of the Catholic Values of the College. They will also be actively involved in the extra-curricular and 
House activities as a staff member of the College, in order to enhance the welfare and growth of 
students. 

 
The College promotes a thriving work culture including a great team environment, work/life balance 
and attractive salary packaging. 
 

1. Key Attributes 

• Commit to the Catholic ethos and College Mission Statement in all aspects of the day-to-
day activities and interactions associated with the role 

• Promote and maintain the College image in accordance with the Mission Statement and 
College Strategic Plan and goals 

• Act as an example of the College’s values to students and reinforce those values with 
students 

• Participate in staff reflection and prayer, liturgical celebrations and in the faith life of the 
College 

• Actively participate in College staff induction, staff and departmental meetings and access 
necessary professional learning workshops 

• Promote community among the staff as a whole and within the House, Learning Areas or 
other sections of the College 

• Provide students with an example of Christian living and thinking through your words and 
actions 

 

2. Responsibilities and Duties 

• Handling enrolments queries in a friendly, timely manner 

• End-to-end administration of enrolment documentation for years 7-12, including visa 
requirements for international students 

• Coordinating interviews for prospective students and families to meet with relevant 
Leadership team members 
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• Data entry of student and family data into various systems, including medical and 
immunisation details  

• Monitoring payment of application fees and enrolment deposits  

• Developing relationships with prospective families and the wider College community  

• Administration for student movements, including transfers and withdrawals 

• Producing reports and statistics on enrolment trends and for census data 

• Liaising and building relationships with internal and external stakeholders, including 
primary feeder schools  

• Coordinating and conducting College Tours in conjunction with the Community Relations 
team 

• Assisting with event management for events such as Tour Days, Information Nights, Open 
Days 

• Working with the Community Relations team to produce relevant content for internal and 
external communications, including the College Prospectus 

• Contributing to the development and continuous improvement of enrolment practices, 
procedures and strategies 

• Administration of bursary and scholarship processes 

• Willingness to participate in the full life of the College 

• Other duties as required by the Director of Community Relations or Leadership Team 
 

3. Required Skills (Selection Criteria) 

• 2 years’ experience with enrolments administration 
• High level communication and interpersonal skills, including experience in building and 

maintaining relationships with a diverse range of internal and external stakeholders   

• Demonstrated excellent organisational skills, including the ability to prioritise and manage 

multiple tasks concurrently   

• Ability to work autonomously, as well as in a busy team 
• Proficient in the use of Excel and other databases, Microsoft Office, email and online 

resources  

• Sound knowledge of, or ability to understand and monitor, all visa requirements and 

Government procedures relating to international students   

• Experience in, or sound understanding of, the secondary education environment   

• Experience in event organisation and marketing campaigns 
• Ability to maintain confidentiality  

• Ability to work flexible hours as the role demands 

• Excellent attention to detail 
 

4. Qualifications  

• Bachelor’s Degree in Marketing, Communications or equivalent experience 

 
STANDARD REQUIREMENTS  
 

1. Ensure students, parents and the wider school community are provided with a quality and 
appropriate service in a timely, effective and friendly manner.  

2. Ensure the collection, use and storage of personal information is in accordance with the 
School’s Privacy Policy.  

3. Identify professional and personal development needs and seek ways to meet them.  
4. Undertake and apply Occupational Health and Safety requirements in the workplace.  

5. Strive to identify areas and processes for ongoing improvement of productivity and service.  
6. Ensure that all documentation and communications are prepared and presented in a 



professional manner and in a way that reflects the School’s culture and values.  
7. Strive to meet deadlines.  

8. Serve as a good ambassador of the College.  

 

GENERAL COMMENTS 

It is anticipated that the successful candidate will commence duties at a mutually convenient time.  

A remuneration package will be provided that is commensurate with the position.  

Corpus Christi College views all its employees as “teachers” in as much as it recognises that the 
service given, even if not in a classroom, supports an environment wherein girls and boys are 
witnessing professional and dedicated behaviour. All employees of Corpus Christi College contribute 
to those intangibles of tone and ethos which can have a profound impact upon a student.  
 
No job description can adequately describe all the tasks that might form part of a colleague’s duties. 
However, it is important that the essence of the job be described, for this can help colleagues to 
understand their role, and it can also help with providing each staff member with feedback regarding 
their performance in a College know for developing staff.  

It should be remembered that jobs tend to evolve and change over time. Therefore, this role 
description will need to be reviewed and updated from time to time. 

 

CATHOLIC ETHOS 

All staff are required to be supportive of the Catholic ethos of the College. This includes the 
following traits: 

1. Understanding of, and Commitment to, Corpus Christi College’s Values 
A commitment to the following values: 
✓ Nurturing a living faith 
✓ Promoting justice and service to others 
✓ Striving for excellence in all we do 
✓ Fostering a joy in learning in others 
✓ Respecting the dignity of each person 
✓ Creating and maintaining a caring and inclusive College community 
 

2. An Openness to Spirituality and Catholic Principles 
 As a staff member in a Catholic school, you are more than an employee. You minister in the 

name of the Church, and follow Gospel teachings in part by showing a pastoral concern for 
each individual student and in the way you treat all members of the community. You are not 
required to be Catholic, yet you will need to be interested in and supportive of Catholic 
teachings.  

 
3. Active Participation in Events and Activities 
 This includes the following: 

✓ Complete, and then maintain, the necessary Accreditation to Work in a Catholic School 
qualification within 4 years of appointment 

✓ Attend College Masses and assemblies, Inter-House Carnivals and other such College 
functions as the Principal may require 

✓ Be actively involved in the House system of the College, including active participation in 
House Activities, and Homeroom Prayer 



✓ All members of staff are strongly encouraged to grow in their faith in God and to give 
authentic expression to their faith in their personal and professional lives. In the case of 
a Catholic staff member, to participate actively in the life of the Church. 

✓ Attend Staff Retreats (optional but highly desirable) 
 

CHILD PROTECTION  

Corpus Christi College is committed to safeguarding and promoting the welfare of children and 
young people and expects all staff to share this commitment and adhere to, and comply with, the 
Catholic Education WA Child Protection Policy statement at all times.  

HEALTH AND SAFETY  

All staff at Corpus Christi College are required to remain vigilant, observe all relevant Health and 
Safety policies and procedures, and take reasonable care of their own and others’ Health and 
Safety. They are also required to report all accidents and incidents, raise concerns through their 
line managers, and address minor physical problems by reporting them as maintenance requests 
through SEQTA software. Corpus Christi College expects all staff to share this commitment and 
adhere to, and comply with, the College’s Health and Safety framework at all times.  

ACCEPTABLE USE OF ICT  

All staff at Corpus Christi College have a responsibility to ensure that data they are responsible for, 
is accurate and appropriate to the needs of the College. All staff are responsible for ensuring any 
personal data processed for any purpose in connection with their role at the School, shall not be 
kept for longer than is necessary for that purpose. Corpus Christi College expects all staff to share 
this commitment and adhere to, and comply with, the ICT Acceptable Use for Staff Policy at all 
times. This is particularly in relation to the use of social media.  

LEGAL REQUIREMENTS 
 
The College requires all employees to obtain a current (past 12 months) 100 Point National Police 
History Check and a Working with Children Check, which will both need to be provided on their first 
day of work.  
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