
 

Applications welcome 

School Registrar 
 
St Andrew’s School , Turi, Kenya is seeking to appoint a School Regis-
trar. 
 
Reporting to the Senior Registrar of St Andrew’s School, the School 
Registrar  will be responsible for the admissions and recruitment of new re-
tention of pupils in the School.  The Registrar will be expected to work close-
ly with colleagues across the School but most specifically the Headmasters, 
Admissions & Marketing Director, Senior Registrar and the Marketing Manager.    
 
This is an exciting opportunity for a well-qualified, imaginative and dedicated 
individual who has the drive and passion to support the growth and develop-
ment of the School.  They must have the ability to effectively  track the ad-
missions journey, recording appropriate data and to communicate articulately 
with parents and colleagues.  It is suited to a clear-sighted  high calibre pro-
fessional who has exceptional communication and sales skills with a high level 
of commitment and enthusiasm. 
 
St Andrew’s  School – Background 
 
St Andrew’s School, Turi, is highly respected in Kenya and regarded as one of 
the leading international schools in East Africa.   With approximately 570 pu-
pils, it comprises two semi-autonomous Schools:  a Preparatory School of 240 
pupils between the ages of 3 and 13 and a Senior School of 330 pupils be-
tween the ages of 13 and 18.  It is fully coeducational and the great majority 
of pupils are boarders.  The School has an overtly Christian foundation and 
sees its overall aim as seeking the highest for every individual with Christ as 
our guide. 
 
 
The Prep School was founded in 1931, and is a long standing member of IAPS.  
It aims to provide a world class education, with outstanding teaching and 
learning central to its vision as the leading international school in Africa, edu-
cating the hearts, minds, bodies and souls of our future leaders.    
 
St Andrew’s has a strong Christian foundation and ethos which define and 
govern the nature and work of the School today.  While children from all faith 
backgrounds are welcome, the School’s Christian character is clearly evident 
in its underlying educational philosophy and practice.  
 
The School is situated on a beautiful 400 acres site on the western slopes of 
the Rift Valley some 200km NW of Nairobi, near the Equator and at 2600m 
where the climate is temperate.  It is malaria free. 
 
Applicants should send a completed application form together with a brief 
covering letter and a CV to the Director of HR at the School 
(HRDirector@turimail.co.ke) by Monday 25th October, 2021 at the latest.  
The application form and further information about the School can be found 
on the School Website. 

 School Registrar 



The School 

St Andrew’s, Turi is one of the most prominent international schools in 
Kenya and has an outstanding reputation throughout Africa. Founded as a 
Preparatory School for the children of expatriates in 1931, it has grown to 
comprise both Preparatory and Senior Schools and to welcome children of 
over 25 nationalities, the majority of whom are now African.  

 

It is fully coeducational and boarding, teaches the British curriculum and 
sends pupils to universities in the UK, America, Australia and many other 
parts of the world. Specifically at the Senior School, the IGCSE , GCSE and 
A levels are  taught from Year 9 to Year 13.  

 

 

 

The Role 

St Andrew’s, Turi is seeking to appoint a School Registrar who will serve as a 
source of information for potential applicants, as well as lead recruitment initia-
tives for the School. 
 
Reporting to the Senior Registrar, this position is responsible for dealing with ad-
missions enquiries and prompt follow-up, as well as arranging visits to the School 
for prospective parents and their children.  
 
The role requires excellent communication and sales skills and a high level of 
commitment and enthusiasm and the appointee will be expected to work with 
the Director of Admissions  & Marketing to develop promotional literature for the 
admissions office and to undertake regular market research including competitor 
analysis and parent satisfaction.  
 
The School Registrar will work closely with the Director  of Admissions & Market-
ing  and the two Heads of School to ensure that all the students applications are 
evaluated and due consideration is given to each applicant. 
 
The School Registrar will be a key public face of the School and will most likely 
be an experienced in marketing, public relations, and have excellent communica-
tion skills.  Experience in a similar role in an independent education sector  mar-
keting and admissions and/or development is an advantage.  
 
The School Registrar should expect to travel both within Kenya and to other Afri-
can countries in order to fulfil the requirements of the position. 
 
The appointment is seen as critical to the School’s success and the appointee will 
play a central role in the School’s  student recruitment process 



 

Responsibilities 

The overarching responsibilities of the School Registrar include: 

 Provision of excellent customer care to all prospective parents and pupils.  

 Delivery of the admissions process as directed by the Director of Admissions 
& Marketing and the Headmaster(s). 

 Arrange for prospective families visit to the School for entry tests and in-
terviews in consultation with the Director of Admissions & Marketing and 
the Headmaster(s). 

 Inform the Head of the new admissions and update the forms lists and is-
ams. 

 Continue with communication with the families between acceptance and 
admissions ensuring that all their queries are addressed. 

 Contribute to the Marketing activities of the School from an admission per-
spective, including input on marketing literature, website development and 
marketing activity. 

 Attend promotional events from time to time as may be agreed.  

 To coordinate the welcome of new pupils on the first day of term and 
where appropriate to delegate these tasks.  

 May be required to join the marketing trips to other parts of the region.  
 

Person Specification 

Skills and Attributes 
 A friendly and energetic person with excellent communication skills with 

experience in education marketing. 

 A digital native, immersed in the online world with experience in Web & 
Tech Savvy tools. 

 An outgoing personality that demonstrates a positive attitude and with 
analytical problem solving skills. 

 A person of integrity with the ability to use independent judgement and 
analysis to evaluate student applications.  

 Client focused who should enjoy meeting new people, offering presenta-
tions and answering questions about the School.  

 High levels of discretion and confidentiality  

 Highly literate and numerate, excellent in the use of IT and with a keen 
eye for detail 

 High work standards evidenced by a consistently thorough detailed and 
organised approach 

 

 ESSENTIAL DESIRABLE 

QUALIFICATIONS  A record of good academic 
achievement and educated 
to degree level or equiva-
lent 

  Relevant high level professional 
marketing or public relations 
communication qualification 

KNOWLEDGE  A demonstrable under-
standing of the principles 
of  PR and communication. 

 A clear understanding of 
and affinity for the 
School’s ethos 

 A commitment to promot-
ing and safeguarding the 
welfare of children 

 Substantial experience of admis-
sions and recruitment of stu-
dents within the independent 
schools’ sector 

 IT literate with a working 
knowledge of relevant Google 
analytics, Word Press, Google 
Drive, and Social Media. 

EXPERIENCE  Significant experience of 
managing an admissions 
office in a relevant envi-
ronment 

 A track record of successful 
recruitment campaign 
drives with the ability to 
influence, motivate and 
persuade at all levels 

 The ability to write and 
verbally communicate mes-
sages that are clear and 
concise. 

  Relevant experience in an in-
ternational context 

 The ability to develop and im-
plement the admissions policy 
of the School. 

 Experienced in the use of differ-
ent media to best effect with 
different audiences 

 Proven ability to follow through 
on potential parents. 

Knowledge and Experience 



 

Safeguarding 
St Andrew’s School, Turi, is committed to safeguarding and promoting the wel-
fare of children and expects all staff and volunteers to share this commitment. 
You will undertake your role and responsibilities in accordance with St An-
drew’s School’s Safeguarding and Child Protection Policy and Guidelines. The 
successful applicant will be required to undergo all checks relevant to post. 

 

 



Safeguarding 
St Andrew’s School, Turi is committed to safeguarding and promoting the wel-
fare of children and expects all staff and volunteers to share this commitment.  

The successful applicant will undertake their role and responsibilities in accord-
ance with St Andrew’s School’s Safeguarding and Child Protection Policy and 
Guidelines and will be required to undergo all checks relevant to the post.  

Application Procedure 
To find our more please contact the HR Director, Ms Janet Ndiho. 
 
Tel:  254 (0) 734288501 
Email: HRDirector@turimail.co.ke 
 

Applications are encouraged as early as possible. These should be submitted by 
email to the HRDirector@turimail.co.ke and include: a completed application 
form, a brief covering letter and a CV. Application forms are available on the 
School website, or from the HR Director. 

 
Closing date for applications:  25th October, 2021 
  
Start Date: December 2021 
  
Website:     standrewsturi.com 

 

 HRDirector@turimail.co.ke 

 
 
 

standrewsturi.com 

 

Terms and Conditions 

Remuneration 

There is a competitive remuneration package as detailed below  

Salary: The successful applicant will be placed on the Main Pay Scale. 

 Medical care: all members of staff and their families are covered under 
an insurance scheme,. 

 Pension: the School operates a defined contribution pension scheme 
in which the employer and employee each contributes 6% of monthly 
salary.  For employees emigrating from Kenya at the end of their con-
tract, the full value of the contributions, plus accumulated interest, 
can be withdrawn from the scheme.  

 Meals: these are provided free of charge during term time  

 Facilities: extensive sports facilities are open to use by staff and 
their families 

 

Hours of work  
The role is full-time and includes working in the evening and at weekends 
as required. The successful applicant will be expected to take a full and 
active part in the boarding provision of the school. 


