JOB DESCRIPTION

ADMISSIONS / TRANSITION ASSISTANT & COMMUNITY RECEPTIONIST

Salary:	West Sussex Scale 4; Points 5-6
Hours:	24.5 hours per week (days and times to be agreed) - term time only + 1 week

PURPOSE
To support the Marketing & Development Manager in coordinating student transition and admissions processes, ensuring a positive experience for prospective students and their families. The post holder will also provide Community Reception support, acting as a professional and welcoming first point of contact for visitors, parents, students and external stakeholders.

RESPONSIBILITIES

Student Transition and Admissions
· Work closely with the Marketing & Development Manager to support the coordination of and administer all aspects of the Year 6 to Year 7 transition process.
· Support the planning and administration of transition activities and events, including Open Evening, Induction Day and Y7 Activity Day. 
· Coordinate student transition, communications, admissions administration, parental enquiries and onboarding arrangements, working closely with families, feeder schools, WSCC Admissions, Inclusion and internal teams to ensure a smooth transition.
· Maintain accurate student records and information using school systems and databases.
· Act as a key point of contact for families throughout the admissions and transition process.

Community Reception
· Provide support and cover for the Community Reception Desk
· Act as a professional and welcoming first point of contact for visitors, parents, students, staff and external agencies.
· Answer and direct incoming telephone calls and respond to enquiries in a professional and timely manner.
· Manage visitor procedures and records in accordance with safeguarding requirements.

Plus any other duties as outlined by the Marketing & Development Manager and Office Manager.

PERSON SPECIFICATION

Essential
· Have excellent communication and interpersonal skills.
· Be organised, proactive and able to manage competing priorities.
· Thrive in a team environment and build positive relationships with students, families, staff and external agencies.
· Have strong administrative and IT skills, including Microsoft Office.
· Have excellent attention to detail and a high level of accuracy.
· Be professional, approachable and welcoming.
· Be able to maintain confidentiality and demonstrate an understanding of safeguarding responsibilities.

Desirable
· Previous experience of working in a school or educational setting.
· Experience of admissions, transition or front-of-house administrative work.
· Knowledge of school admissions processes.
· Experience of using Bromcom, CPOMS and School Admissions Module (SAM).
· Experience of using online diary and booking systems.
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