
REGISTRAR - POSITION DESCRIPTION 

Whitsunday Anglican School is devoted to providing for students in a caring environment, a first class 

education aimed at developing their best qualities, broadening their horizons, preparing them for the ever-

changing demands of a career, and equipping them to meet and enjoy the challenges of life in the twenty-first 

century. 

In performing their duties, all members of staff are expected to: 

 Promote and foster the effectiveness of the School.

 Reflect and nurture the vision of the School in the course of their work.

 Demonstrate commitment to Christian leadership through vision, service and example.

 Motivate and energise staff, students and parents by fostering quality relationships and community

development through dynamic and collaborative leadership.

 Provide effective leadership through the use of well-developed conflict resolution and negotiation skills.

 Promote the need for integrity, confidentiality and professionalism at all times and lead by example.

 Maintain professional competence and current knowledge in educational trends.

 Consistently demonstrate commitment to the school core values of Christianity, tolerance, excellence,

dignity and trust.

 Demonstrate loyalty, confidentiality and support for the Principal and the School at all times.

Position:   REGISTRAR 

Reports to: PRINCIPAL AND BUSINESS MANAGER 

Advisory: EXECUTIVE LEADERSHIP TEAM 

Works with:       MARKETING OFFICER AND FOUNDATION 

SCHOOL'S MISSION STATEMENT: Within a framework of Christian values provide an engaging and 

supportive learning experience that achieves the best outcome for the individual. 

The Role of the Registrar 

The Registrar will be a highly motivated and enthusiastic professional who will oversee all aspects of student 

recruitment and enrolment. He/She will be customer focused with a desire to ensure a positive experience for 

existing, prospective and past parents/students of the School. A personable approach will be backed by highly 

professional administrative skills, motivated by the desire to ensure processes are delivered to a very high 

standard.  

He/she will work closely with the Principal, Business Manager, Heads of Sub- Schools, Head of Boarding, 

Marketing Officer, Foundation and administration staff to ensure the smooth transition of all student and family 

admissions into and out of the School. The Registrar will demonstrate a team orientated and proactive approach 

to contemporary and innovative marketing strategies in a regional setting to enhance enrolments. 

He/she will provide advice and analytics to the Principal and the Head of Sub-Schools and Head of Boarding 

on matters related to the area of admissions. He/She will be required to maintain and manage all enrolment 

data, documentation policies / procedures and information throughout all stages of the enrolment process. 

He/she will see that the School complies with all legislative requirements related to admissions and enrolment 

data. 

The Registrar will demonstrate loyalty, confidentiality and support for the Principal and the members of the 

School Community at all times. 



The Registrar will be required to lead, organise and assist in School events and programs aimed at the attraction 

and maintaining of enrolments. 

He/she will work to enhance the ethos of the School by example, supporting the Principal, contributing to the 

good leadership and administration of the School, and taking a role in the liturgical life of the School when 

required. He/she will implement policies made by School Board and the Principal. 

He/she is expected to participate in the life of Whitsunday Anglican School and attend meetings and events as 

required.  

A knowledge of TASS, Excel and ERM would be advantageous. 

SKILLS, ABILITIES AND PERSONAL ATTRIBUTES 

 Tertiary qualification/s in Communications or Education, or a related field.

 A background in a school or education environment, with an understanding of the admissions and 
recruitment cycles will be highly regarded.

 Demonstrated experience and commitment to providing high levels of customer service to a range of 
different audiences with differing needs.

 Possession of well-developed oral and written communication skills.

 Ability to build and maintain strong relationships with a broad range of internal and external 
stakeholders.

 Well presented with a professional, positive, warm and welcoming disposition.

 Proficiency in MS Word, Excel, Outlook and Data Entry programs. Experience with TASS, Funnel 
and Enrol would be highly regarded.

 Strong interpersonal skills.

 Ability to prioritise workload, work autonomously and demonstrate initiative.

 Attention to detail.

 Flexibility.

 Confidentiality.

Specific Accountabilities: 

ADMISSIONS AND MARKETING 

 Responding to and managing Enquiries, Enrolments, Confirmations and Exiting of all students and

families within the School.

 Developing reports and analytics in regards to prospective enrolment numbers, statistical

information, comparisons, surveys, etc.

 Fielding and managing International (FFPOS) Student Enquiries.

 Fulfilling all PRISMS, Visa, CRICOS, State / Federal Government Attendance and Census

requirements.

 Speaking with all new FFPOS students when they arrive, providing them with Policy Documents

and explaining School and Visa requirements.

 Maintaining and organise records relating to passports, visas and OSHC as well as OSHC payment

and student facilitation.

 Assisting with visa extensions as required.

 Leading and organising the School Scholarship Program and Testing Day (inclusive of advertising,

organising registration and tests through Edutest or the like, materials, rooms set-up, interviews,

letters of offer, maintaining of lists, correspondence).

 Organising School Tours with prospective families in conjunction with Heads of Sub-schools and

Head of Boarding tours and/or interviews when required.

 Managing the on-line enrolments program and all other enrolment material on the School Website.



 

ADMINISTRATIVE 

 Updating of all Admissions documents (Prospectus, Enrolment Contracts, Parent Information Guide, 

policies and procedures, etc). 

 Entering, maintaining, updating, sharing with and notifying relevant staff, and archiving of all 

enrolment data throughout all stages (enquiry, enrolment, confirmation, current and exiting – 

Through TASS and other systems or programs). 

 Creating and managing all communication between prospective, current and past enrolments and 

families and relevant staff (letters, emails, phone calls, video link ups, etc). 

 Maintaining current CRICOS documentation and documentation relevant to International Students 

(International Prospectus, Code of Conduct, Written Agreements, Policies, Procedures, Letters, 

Promotional Materials, Inspections, etc.). 

 Entering and Managing PRISMS information (CoEs, Welfare Letters, payment, etc.). 

 Maintaining of International (FFPOS) Students including: home visits, act as student liaison officer, 

file maintenance, Home Stay/Holiday arrangements, communication, agents, etc. 

 Effect the End of Year Roll Over of all students within the School System.  

 Entering and Maintenance of Exchange Students’ details within TASS, liaising with the Head of 

Service and Global Learning. 

 

OTHER 

 Lead, organise assist and attend (as required) School events and programs aimed at the attracting and 

maintaining of enrolments (including Open Days, Scholarship Testing Days, Attendance at Shows / 

School Enrolment Tours or Initiatives, etc). 

 Liaise with the Principal, Heads of Sub-schools and WAS Foundation in regards to student applicants 

for possible Foundation Scholarships. 

 Oversee the organisation of School Surveys (through MYP Corporation or the like). 

 Perform other such duties as are required from time to time by the Principal. 

 

 

 

 

 

 

All staff at Whitsunday Anglican School are to: 

 

1.   DUTY OF CARE: 

 

 Be responsible for and supervise matters relating to Risk Management within the area of responsibility 

as detailed in the Safety Management System. This includes ensuring staff are operating in accordance 

with School policy in this area and that appropriate evaluation processes are in place and operative. 

 Act as an appropriate role model for students and staff. 

 Actively support the School Code of Behaviour and Rules and insist on acceptable standards of 

behaviour in students and staff. 

 Encourage students and staff to take responsibility for their own actions and make them aware of the 

need to show respect for others in interpersonal relationships. 

 Know and implement Emergency and Accident procedures. 

 Follow Workplace, Health and Safety procedures. 

 Report irresponsible or improper behaviour to the relevant manager or Head, indicating what action 

you took. 

 Report student or staff problems (academic/work related/personal) to the relevant manager or Head, 

indicating what action you took. 

 Report continuing or significant behavioural problems and academic or work related problems to the 

relevant manager or Head at the earliest opportunity. 

 Be punctual to work and work related commitments. 

 

 



2.   PASTORAL CARE: 

 

Provide supportive and effective Pastoral Care by: 

 Insisting on just actions and encouraging gentleness, kindness and integrity in interpersonal 

relationships. 

 Encouraging students and staff to use pastoral care and personal development opportunities provided. 

 Reporting students’ and staff needs promptly to the relevant manager or Head. 

 Ensuring that the School environment remains clean and pleasant. 

 Participating in the holistic life of the School. 

 Attending professional development activities to improve teaching and pastoral skills and knowledge. 

 

3.   GENERAL 

 

Demonstrate support for the School’s philosophy, policies and procedures, core values and 

commitment to the Anglican ethos by: 

 Ensuring daily behaviour reflects the School’s ethos and values. 

 Fulfilling responsibilities outlined in the School’s Child Protection Policy. 

 Ensuring records of communication are maintained and provided to other relevant staff members as 

required. 

 Communicating effectively with all teaching staff, parents, students and all other staff. 

 Playing an active role in supporting the cleanliness and safety of the school site. 

 Encouraging cooperative parent contact and fostering positive community attitudes toward the School. 

 Following safe working procedures developed for the School. 

 Completing an Incident Report Form for all incidents that occur through ERM. 

 Reporting any Workplace Health and Safety concerns or hazards immediately to the Workplace Health 

and Safety Advisor. 

 Co-curricular involvement.  

 Responsible fulfilment of Hours of Duty. 

 

 

 

Other duties as may be required from time to time 

 Given the dynamic environment in which the School exists, the Principal reserves the right to alter the 

position description at any time to reflect emerging priorities and needs. Every effort will be made to 

consult regarding such alterations. 

 

 


