
 
 

POSITION DESCRIPTION 
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• Represent Christ’s College in a warm and professional way, which will encourage families 
to have confidence in the school. This means keeping abreast of the interests of the 
whole school and developments within it, future strategic planning objectives, and 
Government educational policy changes 

• Nurture the client base and respond quickly and efficiently with empathy and diplomacy 
to enquiries relating to enrolments for current and prospective students 

• Be interested and involved in all aspects of school life and interact with teaching and 
non-teaching staff as much as possible to ensure that the role is valued by the 
school community 

• In-depth understanding and expertise in 
o 



• Work with the DoA to develop collateral for the Advancement Team by continually 
assessing and improving 

• Assist the DoA with the management of the annual budget allocated to deal with the 
above, and help develop for each following year the budget that will allow the next 
year’s goal to be achieved 

• Organise the interviews for prospective students and their parents as appropriate  
 

Key Deliverables 
 

• Clear communication to current and prospective families detailing the enrolment 
process 

• Meeting enrolment targets year-on-year across all Year levels 
• A well-managed wait list to ensure school numbers are maintained as instructed by 


