JOB DESCRIPTION
Job Title:
School Admissions & Student Information Co-ordinator



Grade:




F
Responsible To:



Operations Manager Manager

Direct Supervisory Responsibility:
None
Indirect Supervisory Responsibility:
None

Important Functional Relationships:
Internal:  Leadership Group, Teaching and Support staff, Students.


External:  LA Admissions /representatives, other Schools and Colleges, Parents, Governors, visitors to the School.

Main Purpose of Job:

To be responsible for the provision of an efficient and professional admissions process and administration of the schools information management system with regard to student information.

Main Duties and Responsibilities
1.  To undertake the necessary administration to ensure a smooth admissions process for all admissions:

· advise prospective parents regarding the procedures for applying for admission and arranging appointments to visit the school;

· liaise with the County Admissions Team;

· liaise with the Headteacher and Heads of Year with regard to admission enquiries, communicating as necessary with parents;

· support Head of Year 7 with the admission arrangements for new intake;

· liaise with previous schools of new admissions to obtain school records and relevant progression/attainment data;

· checking and issuing, where necessary, of UPNs, ULNs, etc.
· collation of new student files.
2.  To undertake the necessary administration associated students leaving the school, ensuring records are forwarded appropriately.

3.   To ensure that student records are maintained appropriately, ensuring confidentiality with such records.

4.  To receive and prioritise incoming telephone calls/email enquiries and deal with them appropriately.

5.  To provide a professional and confidential administrative service for the school including correspondence, reports, publications and other documents as required.

6.  Supporting the Data & Personnel Manager, to ensure that all data on SIMS and other school records and files remain up-to-date and all information retained meets the Data Protection legislative requirements.  This essential for preparation of termly census submissions to DfE.

7.  Being proactive in identifying areas that can be improved, making relevant suggestions and recommendations which could streamline processes.

8.  To be responsible for the provision of weekly school population analysis and exclusion data as required.

9.  To be responsible for the completion of returns, reports and statistics as required by the LA and/or other third parties.  To maintain at all times the utmost confidentiality with regard to such records.

10.  To undertake administrative support in respect of curriculum set changes and new student timetables.

11.  To monitor Free School Meal take-up, advising Heads of Year of any concerns.
12.  To support the school reception team; including taking calls, receiving visitors and dealing with parental enquiries.
13.  To be aware of and adhere to applicable rules, regulations, legislation and procedures e.g. Council (Equal Opportunities Policy/Code of Conduct) and national legislation (Health and Safety, Data Protection).

14.  To maintain confidentiality of information acquired in the course of undertaking duties for the School.

15.  To be responsible for your own continuing self-development, undertaking training is appropriate.

16.  To undertake other duties appropriate to the grading of the post as required.

PERSON SPECIFICATION

Job Title:
Student Information and Admissions Co-ordinator

Date:

September 2022
	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	Relevant Experience


	Good standard of practical knowledge, skills and experience of administrative work.
Practical experience office computer systems.
	Good standard of practical knowledge, skills and experience of working within a school/college environment.

Experience of SIMS
	Application form.

Interview.

	Education & Training

	Attainment of GCSE qualifications in Maths and English (or equivalent).
	Attainment of ‘A’ level qualifications or equivalent.

NVQ level 3 in admin/ finance admin related field.

OCR level 2/3
	Application form.

	Special Knowledge & Skills

	Numeracy & literacy skills.

Computer skills

Excellent Communication 

Excellent organisational skills.
	Knowledge of the school’s/college’s administrative systems, manual and computerised.
Use of excel.
	Interview.

	Any Additional Factors


	Self-motivated & enthusiastic.

Professional, tactful & sensitive.

Discreet & confidential.

Comfortable with young people.

Displays an awareness, understanding and commitment to the protection and safeguarding of children and young people.


	
	Interview.


