
The Springfield Anglican College 
Position Description: Registrar 
 

Last Reviewed: September 2019 
 
Student Protection 

Anglican schools support the rights of children and young people and are committed to ensuring the 
safety, welfare and wellbeing of students. Anglican schools are therefore committed to responding to 
allegations of student harm resulting from the conduct or actions of any person including that of 
employees. This commitment includes the provision of a safe and supportive living and learning 
environment for all students and requires all employees, volunteers and visitors to model and encourage 
behaviour that upholds the dignity and protection of students from harm. 

 
1. Position Details 

 

Position Title: Registrar 

Location: The Springfield Anglican College – Primary and Secondary Campuses 

Classification: Salary outside Support Staff Classification Structure 

Status: Permanent Full-Time 

Reports to: Business Manager 

Last Reviewed: September 2019 

Special Conditions: Some out of hours work required, compensated in the remuneration 
package. 

 
2. Essential Qualifications 

 

Qualifications: Relevant Post-Secondary Qualifications 

Registrations: Nil 

Blue Card: Yes required 

Experience: Experience as a Registrar or Enrolments Manager in an independent school 

Other: Nil 

 



 

 

 

 

3. Position Purpose 
Responsible to the Business Manager, the Registrar contributes to the College's vision and goals by 
efficient management of the College enrolment process and Alumni. The Registrar will ensure that 
enrolment strategies are developed and administered across the College so that there is a seamless 
provision of quality services to prospective parents, students and the Principal. 

 
4. College Expectations 

Support staff at The Springfield Anglican College will be: 

 Supportive of the Aims and Philosophy of the College 

 Supportive of the Anglican values and ethos of the College 

 Focused on the needs of the College’s clients 

 Strategic in their leadership and management 

 Maintainers of the confidentiality of the team 

 Facilitators of positive and productive College relationships 

 Focused on participating in developing a culture of excellence 

 
5. Responsibilities 
The Registrar is responsible for meeting the following professional responsibilities. The responsibilities 
should be read within the context of the Statement of Principles of Effective Business Support, attached 
to this Position Description. 

 
Student Protection: 

 The Registrar will ensure that they know, understand, apply and abide by all requirements of the 
Student Protection in Anglican Schools Policy and Procedures. 

 
Commitment to the College Vision and Goals: 

 Demonstrate a commitment to the College aims and philosophy of holistic education and support 
the College’s worship and value-based approaches. 

 Embrace change and support College development, with a focus on building positive and productive 
relationships with children and their families. 
 

Enrolment Management: 

In collaboration with the Business Manager, the Registrar manages and develops the College's 
enrolments activities; working with the Business Manager on strategies to enhance enrolment 
processes and increase the number and quality of enquiries, applications and enrolments. The 
Registrar is trusted with responsibility as the “first port of call” for new and prospective enrolments, 
and promotes a welcoming environment for prospective clients; maintaining and enhancing the 
College's positive public relations profile.   



 

 
 

 
 

Service Delivery: 

In concert with the Business Manager, the Registrar develops, implements and manages processes to 
evaluate the effectiveness of the College's enrolment practices. The Registrar develops and 
implements practices that ensure the College meets all statutory compliance obligations relating to 
the Enrolment function, including record keeping and reporting, Census, attendance and address 
collections.  

 
Program Development and Management: 

The Registrar contributes to the development, implementation and evaluation of the enrolment 
function, systems and programs; developing, Implementing and evaluating the enrolment 
infrastructure in collaboration with the Business Manager; ensuring the development and 
dissemination of information for staff, students and parents as appropriate to the enrolment process, 
as required by the Principal. The Registrar facilitates the development of informed approaches to the 
application of technology in enrolment practices. 

 
Developing the College and Securing Prospective Enrolments: 

The Registrar contributes to the College's relationships with parents and other stakeholders: by 
providing customer focused services in aII areas of responsibility, specifically in the area of enrolments; 
conducting tours of the College and ensuring that any questions raised are answered promptly. The 
Registrar maintains an understanding of the College's organisation and operation, curricular and extra-
curricular initiatives, and future goals so as to promote them through appropriate means. The Registrar 
attends regular meetings with the Business Manager to seek advice and provide updates regarding 
enrolment strategies. The Registrar develops and Implements follow up processes for all enquiries in 
order to secure enrolments. 

 
Operational Management: 

The Registrar provides effective administration of the College's day to day enrolment support activities; 
contributing to the daily operations of the College in an effective and efficient manner. 

 
Significant Relationships: 

The Registrar works closely with the Business Manager to focus on the transition of enquiry into 
enrolment. The seamless movement from enquiry to enrolment is a function of the effective 
collaborative relationship of the Registrar and other key leadership and communications staff, and as 
such, a close working relationship with these staff is necessary. 

 
Duty of Care: 

The Registrar contributes to the College's duty of care for both staff and students by adhering to all 
requirements relating to the development of an environment which is free from the risk of Injury, harm 
and/or disease as required by the Workplace Health and Safety and Child Protection Acts and relevant 
College policies and practices. 



 

 

 

 

 
6. Selection Criteria/Competencies 

The ideal candidate will possess the following competencies, skills, qualifications and experience: 

 
 Embrace the Anglican ethos of the College; 

 Experience as a Registrar in an Independent School 

 Have extensive experience in the development and provision of a client service 

approach advice; 

 Holds a current and valid Paid Blue Card (Working with Children Card). 

 Excellent communication skills including the ability to communicate effectively with a 

wide range of individuals and groups; 

 High order interpersonal skills including well developed conflict resolution techniques 

 The ability to write professional standard reports; 

 High-level organisational and problem-solving skills; 

 The ability to prioritise multiple demands; 

 Computing skills Including word processing, administrative and clerical skills; 

 Flexibility to handle variable work flow; 

 The capacity to work independently to meet tight deadlines; 

 Demonstrated knowledge, skills and experience in office management 

 Demonstrated capacity to develop clerical and support services to meet the needs of 

on expanding operation 

  



 

 

The Springfield Anglican College 
Statement of Effective Support Services 
 

The College believes that success of support staff will occur when they are committed to the provision of 
quality professional services for staff, students, and families, which adds value to the College’s operations 
and programs. 

 

This will be achieved through: 
 
 Providing quality client service 

 Pastorally caring for students as appropriate 

 Supporting teacher’s work 

 Working efficiently and harmoniously 

 Participating in and supporting teamwork 

 Being flexible and open to learn new ways 

 Embracing the use of technology 

 

Critical to our success will be an approach that: 
 
 Embodies the values and standards of the College 

 Adopts a personal approach to client service 

 Demonstrates efficiency, accuracy and competency in your work 

 Is proactive 

 Seeks continuous improvement through opportunities for training and development 

  



 

 

The Springfield Anglican College 
 

Statement of Leadership and Management 
 

The College believes that success as leaders and managers requires: 

 A positive and proactive approach. 
 Social competence, including empathy, interpersonal skills and the capacity to motivate others. 
 The ability to delegate, encourage and empower others. 
 The ability to use a variety of decision making skills, seeking consensus through collaboration and 

consultation.  
 The capacity to build positive and affirming relationships creating trust and harmony. 
 The ability to coach, mentor and develop skills in other staff. 
 The ability to communicate the vision and to generate ideas and strategies to support its 

implementation. 
 An understanding of school culture and the ability to implement strategies that will support and 

enhance its development. 
 A positive approach to reflective practice and continuing professional growth. 
 Personal qualities including integrity, resilience, and good humour. 
 The ability to manage stress and live a balanced life. 
 
Effective leadership and management at the College will therefore involve: 

 Modelling the College’s Christian values in all areas of College community life. 
 Developing and implementing leadership and management approaches that are valued by the 

College community. 
 Generating ideas and strategies that enhance and support the implementation of the College’s 

aims, philosophy, goals and culture. 
 Using decision making processes which include consultation and collaboration and consensus 

building. 
 Developing policies and procedures that support the implementation of the strategic direction 

appropriate to each area. 
 Reviewing policies and procedures regularly for improvement and to protect the College legally. 
 Developing operational plans which support the implementation and regular review of the 

achievement of strategies and actions. 
 Establishing a culture of reviewing outcomes, using student and staff data, evaluation feedback 

and client perceptions, to make informed decisions. 
 Managing budgeting and resources to achieve the College’s overall goals for program 

effectiveness. 
 Creating and enabling teams to facilitate participation and develop leadership skills in others. 
 Ensuring that the workplace is safe and secure for all staff and students. 
 In concert with the Business Manager, reporting annually to the Principal on the achievements of 

each area and future plans for development. 


