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REGISTRAR 

 

INTRODUCTION 

 

The Women’s College is a leading academic residential college for women in Australia. Established in 

1892, it is the first college of its kind in Australia and is situated within the University of Sydney.  The 

College enjoys an outstanding reputation combined with a proud tradition of women’s achievements. 

 

The Registrar is a full-time position at the College and is specifically responsible for ensuring all aspects 

of the College student enrolments are managed to an excellent standard, so the College maintains its 

reputation for attracting exceptional candidates for entry from a diverse range of locations and 

backgrounds. The Registrar, as the first point of contact for potential students—both resident and 

affiliate (undergraduate and postgraduate), must exemplify outstanding marketing and public relations 

skills. The position will require some travel—metropolitan, interstate and possibly overseas. This 

position reports to the Principal. 

 

THE POSITION 

 

 manage all aspects of the admissions process, including for example, continuous improvement of 

the on-line process, offers, contracts, entry, exit and contact details 

 manage all aspects of promotion and recruitment to meet budget and diversity targets 

 establish good rapport and effective communications with potential students (and parents), 

presenting the College and what it offers in a positive, distinctive and professional manner 

 arrange and conduct tours highlighting and explaining the College’s leading facilities and 

programs 

 respond to all application enquiries, answering questions about admission procedures and 

scholarship opportunities, as well as providing information on the College and its programs 

 establish strong and effective links between the College and University, in particular with 

specialised campuses such as the Conservatorium of Music and with the student services unit 

(including international, accommodation and scholarship departments) 

 continually seek new markets and effective promotion strategies—especially via social media 

 maintain currency about the College’s programs, initiatives and successes 

 screen all applications for completed documentation, prepare for the Vice Principal’s 

consideration and arrange interviews with senior staff for candidates promptly 

 promote, screen and co-ordinate new scholarship applications for assessment by the Business 

Manager (as opposed to applications from students who wish to continue their current 

scholarships, which will be managed by the Executive Assistant) 

 play a leading role in activities and information for College Open Days 

 provide accurate information to facilitate Entry/Departure Days 

 develop and manage the Student Ambassador program, which requires direct mentoring and 

training for students 

 enhance, monitor, refresh and maintain application information on the College’s website and 

incorporate a strong client-focus into all admission activities and communications 

 Provide statistical analysis on applications, offers, the composition of the student cohort, student 

occupancy, etc. as required, including bi-annual reports to the College Council 
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 maintain current and accurate data to manage admission lists and provide reports as required 

 maintain a close market watching brief on competitors locally, nationally and internationally to 

inform innovative and successful recruitment strategies, and continuous currency and 

improvement in practices 

 take responsibility for the preparation of admission collateral (e.g. banners, visual presentations, 

brochures, etc.) to assist with, for example, school promotion and visits, expos, student 

ambassador programs, etc. 

 manage and/or train any staff, casuals or student interns assisting you in Admissions 

 maintain the historic College Roll accurately 

 maintain the archival “white card” system 

 other duties as required by the Principal 

 

PROFESSIONAL LEADERSHIP 

 be an exemplary professional role model for staff and students 

 respond optimistically and strategically to the changing tertiary sector 

 demonstrate an understanding of national and international tertiary contexts, and specifically that 

of the University of Sydney and other Sydney metropolitan universities 

 work collaboratively with all staff and model a positive approach to change 

 attend and contribute to relevant Staff meetings 

 attend a range of College activities as relevant 

 initiate and access appropriate professional development for self-improvement 

 

ESSENTIAL QUALIFICATIONS AND EXPERIENCE 

 

The successful candidate will demonstrate: 

 tertiary qualifications in a relevant field (major in marketing would be viewed positively) 

 experience in an educational context viewed positively 

 experience in a similar position dealing with high work volumes and a large client base  

 minimum of five years’ previous successful acquittal of a role/s demanding similar skill sets 

 outstanding professional presentation and manner 

 proven ability to work collaboratively and energetically within a dynamic context 

 excellent written and interpersonal communication skills 

 excellent technological literacy across a range of applications 

 A good working knowledge and understanding of a database management program 

 high-level administrative and organisational skills 

 ability to liaise professionally with stakeholders 

 demonstrated experience in dealing appropriately with highly confidential and sensitive 

information 

 demonstrate a good knowledge of legislation, compliance, policies and procedures relevant to this 

position (e.g. privacy) 

 display creative and effective problem-solving techniques 

 demonstrated lateral thinking, use of initiative, and the ability to anticipate the needs of the 

Principal and the College 

 Possess a current NSW Driver’s Licence and a current passport 

 

 

 

 


