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Are you a professional who wants to make a real difference?
Saltus has the following opportunity currently open for applications

Saltus Grammar School (Saltus) is a high achieving, co-educational 
day school educating students between the ages of 4 and 18. The 
school (Saltus) is a leading independent school in Bermuda and enjoys 
an excellent reputation in the local and international community.  The 
school has a Primary Department, which embraces the Foundation 
Year, the Lower Primary and the Upper Primary years, and a Secondary 
Department which includes Middle School (Years 7-9) and Senior 
School (Years 10 & 11) and Saltus Graduate Years (SGY1, SGY2). 
The school’s international curriculum blends the best of both UK and 
North American traditions, including its highly regarded Advanced 
Placement Programme.  In addition to academic excellence, particular 
emphasis is placed on the all-round development of students. 

Enrolment Officer

Reporting to the Director of Enrolment Management, the Enrolment 
Officer will provide support to all aspects of the School’s admissions 
function. The Enrolment Officer establishes relations with and creates 
a welcoming environment for prospective students and families. In 
addition, the successful candidate will assist with the development 
and coordination of admission outreach events and will maintain and 
cultivate relationships both internally and externally.

Key Responsibilities: 
• Provide support to all aspects of the admissions function, including 

but not limited to student recruitment, enrolment and retention.
• Develop and maintain relationships with internal and external 

parties and feeder schools to support enrolment.
• Respond to queries regarding admission to the School and be 

knowledgeable about the School programme.
• Accurately input and maintain information concerning prospective 

and current students and parents. 
• Schedule appointments and conduct tours as required.
• Complete the student visit day process, including but not limited 

to scheduling, communication of visits, booking interviews and 
assessments.

• Assist with maintaining the enrolment/pipeline dashboard to 
provide accurate enrolment information.

• Collaborate with Finance, Communications, Advancement, 
University Guidance and Academic offices as required.

• Generate reports as required, inclusive of weekly Admission and 
Enrolment reports.

• Active presence at Admissions events, including some evenings 
and weekends.

• Provide coverage in the absence of the Director of Enrolment 
Management.

• Other duties as assigned. 

Minimum Qualifications, Experience and Skills: 
• Minimum of a Bachelor’s degree in Education, Marketing or 

Public Relations. 
• Two (2) years’ experience in education or marketing preferred.  
• Experience with Blackbaud or computer databases preferred.
• Experience in a school environment preferred.
• Proficient in Microsoft Office Suite.
• Strong interpersonal and communication skills (verbal and 

written). 
• Ability to work independently and within a team. 
• Ability to handle confidential information. 
• Must comply with Saltus’ workplace vaccination policy as a 

condition of employment
• Highly organized and with the ability to thrive in a fast-paced 

environment. 
• Positive attitude and enthusiastic. 
• Sense of humor.
• Clean criminal record.

Candidates are requested to e-mail a cover letter and resume to the 
People & Culture Department at:

Email:  Human.Resources@saltus.bm 
Saltus Grammar School
P.O. Box HM 2224, Hamilton HM JX, Bermuda
Telephone: 441-292-6177

CLOSING DATE:  April 20, 2022

For further information on Saltus Grammar School, please visit the 
school’s website at www.saltus.bm 


