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A Warm Welcome from the Principal 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
At Lomond School, we prepare our pupils for their future by 

ensuring that they learn the skills necessary to be successful in 

the 21st century whilst developing the traditional values and 

qualities that they require to be responsible and active global 

citizens. 

Lomond School blends the old with the new seamlessly: a visit 

to Clarendon, which makes up part of our Junior School, is a 

clear example of this with its beautifully restored period 

features sitting comfortably alongside the latest in technology. 

In fact, the facilities at Lomond are enviable, with a purpose- 

built sports complex, modern and homely boarding house and 

a 1-1 iPad programme for all pupils from Transitus 1 (Primary 

• to Senior 6. 

We are situated in the leafy town of Helensburgh, nestled 

between the banks of the River Clyde and Loch Lomond. This 

enables us to make the most of our unique location, with a 

strong commitment to extra-curricular activities and a particular 

emphasis on Outdoor Education. 

As with any independent school, we have an excellent track 

record of academic attainment, but that is only a part of what 

we offer. I believe that the purpose of education should be to 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
develop the whole child; at Lomond we do this in a supportive 

and nurturing environment with small classes that allow each 

and every one of our pupils to be known and recognised as 

individuals. In turn, this allows us to deliver a personalised 

education that allows every Lomond pupil to work towards his 

or her full potential in our inspirational environment. 

Our pupils are happy, confident and rightly proud of their 

achievements and their school. Lomond School offers the right 

candidate the opportunity to teach in a wonderful environment 

with fantastic pupils and a great staff team. If you would like to 

be a part of our thriving Lomond School family then we would 

love to hear from you. 

 

 
Johanna Urquhart, Principal 
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About Lomond School 
 

 

Lomond School offers an independent education to boys and girls from age 3 to age 18; founded in 1977 by 

the amalgamation of Larchfield Academy and St Bride’s School, both of which date back to the 19th Century. 

We hold on too many of the traditions from our founding schools whilst holding true to our motto, 

Prospiciamus, ‘let us look forward’. We have approximately 400 pupils, which allows us to get to know each 

and every one of our young people and equally they get to know our staff. The quality of the relationships 

between our young people and the adults in our school is something that we are very proud of. 

Lomond School is the only school in the West of Scotland with boarding for children aged 9 to 18. We have 

a modern, purpose built, boarding house which houses both boys and girls and thus allows brothers and 

sisters to live in the same accommodation, essentially as family. We think of our boarding house as home 

rather than an extension of school. Most of our boarders come from both Britain and other countries around 

the world, which adds an important international and multi-cultural dimension to our school. 

Our academic results are consistently well above the National average and the majority of our young            

people will move beyond school and onto university courses, most receiving their first choice of destination. 

The school was inspected by Education Scotland in November 2015 and received a very strong report         

stating that ‘at all stages of the school, children and young people are highly motivated and actively involved 

in their learning. They are respectful, hard-working and respond very well to the overall high-quality learning 

experiences.’ The full report can be found here. 

In addition to our current SQA provision for pupils we are currently applying to the International 

Baccalaureate Organisation to offer both the IB Diploma Programme (IBDP) and the IB Careers Programme 

(IBCP). Following authorisation Lomond would be the only school offering the IBDP and IBCP along with 

SQA National 5, Highers and Advanced Highers. This will offer all of our pupils an unrivalled opportunity to 

choose a curriculum which best meets their own individual needs. Our intention is that we will start to deliver 

these IB programmes to pupils in S5 from August 2021, with certification in 2023. SQA qualifications will 

continue to run concurrently alongside this. 
 

We believe passionately that education should be about supporting our pupils to develop and grow both 

academically and personally, as rounded individuals with strong values, who are ultimately prepared to 

embark confidently and successfully on their life beyond Lomond School. 

 
 

 

http://www.lomondschool.com/uploads/pupil-parent-resources/Inspection%20Reports/LomondSchoolInspectionReportDec2015.pdf
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We uphold this commitment with six Guiding Principles that underpin our curriculum and co-curriculum: 
 
 
 

 
 

 

Through our guiding principles we aim to provide an excellent education that allows our pupils to develop their 

academic potential, whilst encouraging and supporting them to develop qualities that represent the core values 

of Lomond School. 
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The Role 
Admissions Manager 

 

Job Description 

 

As Admissions Manager, your main responsibility will be to lead and oversee our admissions strategy across all parts of the 
school, from Nursery, Junior, Senior and Boarding, dealing with enquiries from both the UK and overseas. 

Reporting to the Director of External Affairs and the Principal, you will be responsible for delivering a highly effective 
admissions function and requisite conversion strategy, based on agreed targets, with a high level of commitment to 
outstanding customer care and service. As you will often be the first point of contact with parents and pupils, it is essential 
that you embrace the ethos of Lomond School, and articulate the school’s values, vision and mission. 

The successful candidate will preferably be experienced in school admissions and have a collaborative working style. There 
will be a high degree of autonomy in running the department and you will need to work closely with the senior leadership 
team, the marketing team, and across all teaching staff. You will normally work a 40-hour week however, clearly, flexibility 
will also be important as the 24/7 nature of boarding school life will require arranging prospective parent visits at weekends 
and occasionally outside normal working hours. The role is not restricted to term time and you will also be required to 
undertake overseas recruitment trips to meet with agents and prospective families.  

Benefits: 

• A positive working environment with supportive colleagues and motivated and enthusiastic young people 

• Membership of the company’s pension scheme. 

• Fee remission for dependent children 
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The Role 

Admissions Manager 

 
 
Responsibilities of Admissions Manager will include: 

 
 

• You will be responsible for the end-to-end process of all the school’s admissions, from initial enquiry up until pupils 
join the school. This will involve managing the database and keeping all relevant records accurate and up to date. 
These records and the statistics generated are important as they can be used to inform for future planning and 
targeting decisions. 

 

• Communication with prospective parents and pupils as first point of contact ensuring they receive relevant and timely 
information and advice about all aspects of the school is fundamental. Relationship management with all new families 
is key, maintaining positive and courteous relations with pupils, parents and colleagues. 

 

• You will ensure all visits and tours of the school are well planned and managed smoothly, and that all standards are 
met and maintained with parent expectations and needs. 

 

• You will also oversee the admissions conversion strategy so you are accountable for conversion from registration to 
enrolment, and the school can monitor the progress and achievement of recruitment targets. 

 

• You will be responsible to co-ordinate and implement a successful programme of events, both in the UK and overseas, 
including recruitment fairs, open mornings, taster days, exhibitions and alumni meetings where you will represent the 
school. You will also be required to develop a strong and proactive relationship with all relevant agents and look to 
identify potential new markets both in the UK and overseas. This will include the administration of immigration controls 
for international pupils and all necessary regulatory visas. 

 

• Review, update and produce relevant publicity brochures, newsletters, prospectus and all other support materials in 
collaboration with the Marketing team. 

 

• Set and manage, with the Director of Finance, the budgets necessary to deliver a successful admissions plan. 
 

• You will contribute proactively to the marketing and admissions plan of the school to ensure a growth in pupil numbers 
and an active uptake in pupils wishing to study the International Baccalaureate in 2021. 

 
 

Please note this job description highlights the current principal duties of the post and does not detail every task to be 
undertaken. You may be asked by the person you report into to undertake, as and when required, certain duties which fall 
within your capabilities that are required by the school. 
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The Person 
Admissions Manager 

 

 

 Essential Desired Method of Assessment 

Qualifications • Strong qualifications in literacy and 
numeracy 

• A degree or equivalent in 
relevant subject 

Application Form 

 

Interview 

Experience: • Experience of a busy, 
multi-disciplined, highly 
collaborative team 
environment. 

 

• Proven experience 
in a Schools 
Admissions role, or 
similar educational 
environment 

• Proven experience 
working in a 
culturally diverse 
environment 

Application Form 

Interview 

Skills • Excellent communications 
skills across all sectors of 
the school target and 
internally. 

• Well organised with the 
ability to prioritise work to 
deadlines and under 
pressure. 

• Inter-cultural awareness 
and understanding 

• Ability to maintain all due 
confidentiality with tact, 
diplomacy and discretion. 

 Application Form 

Interview 

Knowledge • Excellent professional knowledge 
and understanding 

 

• Knowledge of Admissions 

and/or School management 

software systems 

Application Form 

Interview 

Personal 
competencies 
and qualities 

• Self-motivated and 
proactive with an eye for 
detail. 

• Always conscious of 
working in a way that 
promotes the safety and 
wellbeing of all pupils and 
young people. 

• Possess a positive attitude and 
approach to development. 

•   Evidence of previous 
experience in creating a 
positive ethos 

• A readiness to make a 
contribution to cross-
curricular and whole school 
initiatives. 
 

Application Form 
Interview 

 

Professional references 
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Helensburgh & Lomond 
 

 

Living and working in Helensburgh 

 
The town itself offers a wide range of cultural and sporting         
opportunities. Helensburgh is the perfect location for families who 
enjoy the outdoors with superb sailing, hill walking and climbing on 
offer. The community is well served with sports clubs, vibrant music 
groups and a full range of youth organisations. Helensburgh is well 
placed to allow commuters a comfortable rail or road journey to 
Glasgow and also allows for leisure opportunities in the West 
Highlands and Central Scotland. A superb quality of life can be enjoyed 
here in a very safe and scenic environment. 

 
 
 
 

 
Helensburgh is a town of 17,000 people on the edge of the world-
famous Loch Lomond and the Trossachs National Park. Located 
within half-an-hour's drive of Glasgow, with its extensive cultural 
attractions, shopping and international airport, Helensburgh is a 
magnificent place to raise a family. 

 
 
 

 

 

In upper Helensburgh, developed by wealthy Victorian Glasgow 
merchants, is Hill House, now in the care of the National Trust 
for Scotland.  This exquisite building, complete with original 
furnishings, is renowned as the finest domestic masterpiece of 
the internationally famous Scots architect, Charles Rennie 
Mackintosh. Other famous local connections include Henry Bell, 
originator of the steamship and John Logie Baird, the inventor of            
television. 

 
 
 

Helensburgh was named by The Times as one of the Top 20 places to 

live by the sea in the United Kingdom in March 2017. 

For those candidates living in Glasgow and the area surround- ing 

Helensburgh, the town offers fantastic transport links with a regular and 
direct train service into Glasgow Queen Street and Edinburgh Waverly. 
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INFORMATION FOR CANDIDATES 
 

 

We would welcome electronic applications for this post. Please complete our application form which is 

available on our website.  

Please submit your completed application form and a letter of application addressed to the Principal, Mrs 

Johanna Urquhart to: 

recruitment@lomondschool.com 

The closing date for this vacancy is 12 noon on Monday 13 July 2020.  Interviews will take place during the 

week beginning 20 July 2020. 

Early applications are advised. 

Lomond School is committed to safeguarding and promoting the welfare of children and young people and 

expects all staff and volunteers to share this commitment. 

 

 

mailto:recruitment@lomondschool.com

