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CHILDREN, ADULTS AND HEALTH
PERSON SPECIFICATION

POST TITLE:

Admissions Officer 
GRADE:


Band 5

	

	ESSENTIAL


	DESIRABLE
	METHOD OF ASSESSMENT



	Educational Attainment


	· GCSE’s Grade C or above in English and Maths or 

Equivalent

· NVQ Level 3 in Business
Administration or equivalent IT qualification e.g. ECDL/CLAIT or equivalent


	(   Customer Services   

     qualification


	(  Application 

   form

(  Certificates

	Work Experience


	· Experience of dealing with

Parents or the public
· Experience of dealing with 

      enquiries on educational 

matters

· Experience of recording and managing personal data with attention to detail and accuracy

	· Significant experience

within a Local Government 

environment

· Experience of preparing 

documentation for  

Educational Appeals         

	(  Application

   form

(  Interview

(  References

	Knowledge/

Skills/

Aptitudes


	· Knowledge of the Education    

Provision

· Excellent written and verbal

communication skills

· Able to communicate with people from a variety of backgrounds

· Excellent organisational skills

· Excellent ICT skills 

	· Knowledge of the School        

Admissions and Appeals  

Codes
· Able to implement

management systems across the service
· Able to advise people of   

their respective rights and 

responsibilities


	(  Application

   form

(  Interview

(  References

	Disposition


	·   Excellent interpersonal skills

· Able to work well and under

pressure and to strict 

deadlines

· Sensitive to the needs of

vulnerable people

· Able to work as part of a team

· Flexible approach to work

· Committed to the principles

of equality and diversity


	· Willing to develop own professional expertise
	(  Interview

(  References

	Circumstances


	· Baseline Security Check
	· Able to work occasionally outside of normal office    hours

· Willing to occasionally use own vehicle for work    

purposes 


	· Interview

· Basic check
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