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CHILDREN, ADULTS AND HEALTH
JOB DESCRIPTION

POST TITLE:

Admissions Officer 
GRADE:


Band 5
RESPONSIBLE TO:
Governor Support and School Admissions Manager
RESPONSIBLE FOR:


Overall Objectives of the Post:

To work as part of a team to provide effective administrative assistance in respect of the admission of children to school and other relevant school administrative duties.  

Key Tasks of the Post:

1. You will provide administrative support in order to ensure that the Local Authority meets its statutory responsibilities in relation to school admissions under the guidance of the School Admissions Manager. You must:

· Develop, implement and maintain systems within the School Admissions service in relation to pupil admissions to ensure its effective and efficient operation.
( 
Keep up to date records of pupil numbers by school and year group.

( 
Produce and monitor the production of the relevant Performance Indicators.

· Ensure that the placement of children in schools, in line with expressed parental preference wherever possible, is carried out in a timely manner.

( 
Ensure that all published deadline dates are met.

2. You will be responsible for communications with parents, professional colleagues and other client groups.  You must:

(
Prepare appropriate documentation in relation to admissions, admission appeals and meetings of the In-Year Fair Access Panels for primary and secondary schools in consultation with senior management within Children, Adults and Health Directorate and Democratic Services.
( 
Co-ordinate pre-admission appeal contacts with parents, including interviews where necessary.

· Respond to complaints and other non-routine correspondence.

3. You will be responsible for establishing effective partnerships to deliver targets.  You must:

( 
Liaise with all stakeholders, including schools and governing boards, in relation to pupil admission arrangements.
· Liaise with schools and professional colleagues to support managed moves and the In-Year Fair Access Protocol.

All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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