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Job Title: Admissions Coordinator
Location: South East (travel to Compass Community schools as required)
Reports to: Director of Admissions
Salary: £37,000 - £42,000
Hours: 40 per week
Role Purpose
To coordinate and administer the admissions process across Compass Community schools, ensuring consultations are progressed efficiently, accurately and at pace to maximise placement conversion and support school occupancy.
The Admissions Coordinator plays a critical role in maintaining strong, active referral pipelines through excellent organisation, proactive follow-up and effective use of CRM systems. This role ensures all admissions activity is tracked, progressed and converted in a timely manner, enabling schools to achieve and sustain occupancy targets.
Core Accountabilities
Admissions & Pipeline Coordination
· Coordinate the end-to-end administration of the admissions and consultation process.
· Log, track and maintain all consultations accurately within CRM systems.
· Actively manage referral pipelines, drive pace and momentum ensuring all opportunities are progressed quickly and efficiently.
· Maintain clear, organised and auditable records of all admissions activity.
Stakeholder Coordination
· Work closely with Headteachers, Local Authorities and parents to ensure a smooth and responsive admissions process.
· Confidently follow up and challenge where required to secure timely responses and avoid lost placements.
Systems, Data & Reporting
· Support the implementation and optimisation of Salesforce CRM.
· Maintain accurate, real-time data to provide clear visibility of pipeline health, conversion and risks.
· Produce pipeline reports highlighting progress, blockages and opportunities to improve conversion.
· Identify bottlenecks or inefficiencies and take action to resolve or escalate quickly.
· Support continuous improvement of CRM usage, admissions processes and workflows.
· Contribute to building efficient, scalable admissions processes that maximise occupancy and reduce voids.
What Success Looks Like
· Consultations are progressed at pace with minimal delays.
· Strong, well-managed pipelines with clear visibility of status, conversion and risks.
· Increased conversion of referrals into placements.
· Schools are supported to achieve and sustain occupancy targets.
· High levels of data accuracy and confidence in reporting.
· Stakeholders are responsive, well-coordinated and aligned.
· Admissions processes run smoothly, consistently and efficiently across all schools.
Experience & Behaviours
Essential
· Strong administrative experience in a fast-paced, target-driven or process-driven environment.
· Experience managing pipelines, workflows or case tracking.
· Experience using CRM, ATS or similar systems (Salesforce desirable).
· Ability to manage multiple priorities and deadlines simultaneously.
· Proactive, persistent and confident in following up to drive outcomes.
· Comfortable working in a performance-focused environment with an emphasis on pace and results, working to Key Performance Indicators. 
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