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Trinity School, Sevenoaks
Admissions Officer Job Description & Person Specification

	Job Title:		Admissions Officer
	Responsible to:		Admissions Manager
	Location:		Seal Hollow Road, Sevenoaks, Kent. TN13 3SL
	
		
In everything set them an example by doing what is good. Titus 2:7

As a faith school it is our vocation, moral obligation and delight to provide the best possible education for each student as part of a Christian community.

All staff will:

· Play a full part in the life of the school community, support its Christian mission, ethos and policies and encourage staff and students to follow this example.
· Fulfil responsibilities with regards to safeguarding (including reporting concerns to the designated child protection officer)
· Be involved in the school’s community service, as required.
· Model Trinity values to parents and students
· Be positive, dynamic and challenging in all aspects of work
· Foster the school’s inclusive ethos providing a common life based on the Christian family and nurturing everyone regardless of race, gender, sexual orientation, religion or ability
· Share direct accountability for the establishment of Trinity School as an outstanding school
· Take responsibility for their own learning and development
· Develop the skills and talents of other members of the community
· Ensure their own well-being and that of others by establishing an appropriate balance between life and work
· Play an active part in the life of the school and its community
· Develop social cohesion and positive links with the whole of our local community
· Adhere to the school community’s standards, policies, systems and procedures in relation to students, health and safety, personnel and financial management.
· Agree annual performance targets, with a view to own continuous improvement
· Undertake any other duties that may reasonably be required by the Headteacher.

The Governing Body is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  An Enhanced DBS check will be carried out for the successful candidate.




Job Description
Role Purpose
To work with the Admissions Manager with admissions processes for Year 7 intake and In Year admissions for years 7-11.

Main Responsibilities 

Admissions

· To have a comprehensive knowledge of the school’s admissions process and the Admissions Code including the school’s admissions policy.
· To ensure that the published admissions policy is always implemented fairly and consistently.
· To monitor the Admissions email inbox. 
· To be responsible for carrying out school tours  with prospective students/parents.
· To be responsible for answering general queries and/or supporting the Admissions Manager with specific tasks, when needed.
· To follow up initial parent queries, passing complicated enquiries to Admissions Manager.
· To be responsible for updating the admissions section of the school website, as agreed with the Admissions Manager.
· To be responsible for using, developing and updating the Applicaa online admissions system, as agreed with the Admissions Manager including attending relevant training opportunities and linking with other schools regarding good practice.
· To support the Admissions Manager with any reporting requirements (e.g. leavers report) for headteacher, Governors, Senior Leadership Team.
· Along with the Admissions Manger, to be main point of contact for Admissions queries and to lead on queries when the Admissions Manager is not available. 

In Year Admissions

· To manage the in-year admission applications for students joining the school in years7-11, on a day-to-day basis, including logging in-year admissions forms (IYAFs), sending acknowledgement letters to parents/carers, processing faith applications, requesting home-school distance measurements, adding details to the monitoring spreadsheet (where appropriate) and sending completed documentation as a scanned copy to KCC as per In-Year Admissions procedure/requirements of the Admissions Code.
· To maintain the waiting list of in-year applicants.
· To be responsible for adding In Year joiner student information to SIMS and to ensure that ParentPay login details are provided as part of the pre-admission process for In-Year joiners.
· To liaise with other schools to ensure the transfer of electronic students files (CTFs) and hardcopy paperwork for In Year joiners from their previous school.
· To be responsible for updating student files with the files for In-Year joiners, ensuring that SEND and/or safeguarding files are logged and passed to the relevant departments.
· To support the pre-admission process for new joiners liaising with pastoral team, data and catering as per the procedure.




Main Year 7 Admissions Round

· To process faith applications (using the Supplementary Information Form) and confirming with applicant parents/carers whether they meet the criteria to be considered as a faith applicant for the main Year 7 admission round.
· To be responsible for data entry for the Year 7 cohort, from admission forms - all data logged/uploaded onto SIMS, following national offer day ready for the September intake in line with timeline agreed with the Admissions Manager.
· To be responsible for updating student files with new Year 7 files, ensuring that SEND and/or safeguarding files are logged and passed to the relevant departments.
· To monitor the Transition email inbox.
· To support Admissions Manager with new joiner events (e.g. Open mornings and the Parent Information Evening) when needed. 
· To carry out all duties mindful of, and in line with, local & national admissions regulations and the school admissions policy.

Other
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· Be aware of and support diversity and ensure equal opportunities for all.
· Contribute to the overall ethos/work/aims of the school.
· Appreciate and support the role of other professionals.
· Attend and participate in relevant meetings as required.
· Participate in training and other learning activities and performance development as required.
· Undertake any other duties commensurate with the level of the post, as required to ensure the efficient and effective running of the Department/Section.











Person Specification
	
	Essential
	Desirable

	Qualifications

	· GCSEs (or equivalent) with grade C/4 or above in English and Maths

	· Level 3 qualifications or higher

	Experience



	· 2 years’ previous admissions administration experience 
· Experience of working in a school environment 
	

	Knowledge

	· Understanding of the concept of internal and external customer service and the importance of providing this to ensure a successful school
	· Knowledge of safeguarding requirements for working with children
· Good working knowledge of SIMS or other school system


	Skills

	· Excellent IT skills, intermediate Excel and Word
· Good standard of numeracy and literacy
· Good written and verbal communication skills with the ability to communicate effectively with a wide range of people and personalities
· Excellent organisational and time management skills
· Ability to balance priorities and responsibility for the completion of a task
· A good skill level of checking integrity of data
· Willingness to take part in additional training when the acquisition of new skills is required
	

	General/
Personal Qualities

	· Smart, business-like, professional appearance
· Capacity to remain calm and to cope under pressure
· A team player, collaborative worker
· Self-motivated & proactive
· Use own initiative
· Ability to contribute greatly to the wider life of the school
· Resilient
· Understanding the need to convey the professional image and ethos of the school
· Organised, accurate and detail conscious
· Conscientious and reliable
· Enthusiasm
· Willing to uphold & promote the school vision and ethos
	



Signed…………………………………………		Date………………………………………
Employee
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