ST. JOHN’S C. E. PRIMARY SCHOOL PRIVATE 

_______________________________________________________________________________________
	
	


JOB TITLE:


Admissions Manager/Pupil Admin Officer
REPORTS TO: 
           School Business Manager
GRADE: 


KR6
HOURS:
1. PURPOSE OF THE JOB:

a) To deal with all aspects of the admissions and transitions procedures.
b) To implement and maintain pupil databases.
c) To manage the administrative aspects of GDPR compliance.
2.   PRINCIPAL ACCOUNTABILITIES:

To uphold all school policies and maintain confidence at all times.

a) As admissions manager, to process application forms, create and maintain a database of applicants, deal with all admissions correspondence, including preparation of papers for appeals and liaison with the LA regarding applications, to complete the annual admissions ranking, and ensure the fair and legal application of the LA admissions criteria.
b) To manage and maintain the pupil waiting list and deal with all correspondence.  To liaise with Headteacher, class teachers, SENCO etc when new in-year offers of places are to be made and to ensure pupils’ smooth induction into the school.

c) To manage the administration of transition from Y6 to secondary school and for any in-year leavers, including liaison with KCC Admissions Team and other schools.
d) To manage all enquiries from prospective parents, providing a friendly, welcoming and informative introduction to the school, and to conduct parent tours.

e) To create and maintain accurate pupil records and school roll information on SIMS, producing reports as and when required. To carry out start and end of year SIMS roll-up procedures.
f) To assist with the preparation of open days and new parent evenings.
g) To maintain and update all pupil database files, documents, correspondence and KCC/DfE forms, including forms for other agencies.
h) To provide base data for the Local Authority, DfE and other agencies, completing the school census and other statistical returns.

i) To liaise with the external Data Protection Officer to vet the GDPR compliance of new and existing suppliers. To maintain a log of data breaches and report these to the DPO.

j) To write copy for the Admissions pages of the school website and to keep this up-to-date.
k) To carry out any other duties as directed by the Headteacher.

3.
Person Specification

	
	Minimum

	Qualifications
	· NVQ Level 3
· SIMS database qualification (desirable)

	Experience
	· Proven administration experience 
· Experience of using Pupil and Admissions Modules in SIMS

· Proven experience in use of MS Applications including Word, Excel, Powerpoint and Access
· Experience of data gathering, reporting and analysis – preferably in a school setting

	Skills and Abilities
	· Ability to work in an organised and methodical manner 

· Attention to detail and ability to maintain accurate records

· Ability to convey information clearly and accurately, orally and in writing, to a range of people
· Ability to present a warm and friendly welcome to prospective parents as the school’s first point of contact

· Ability to forward-plan, prioritise and meet deadlines

· Ability to manipulate data to produce written reports 

· Ability to take personal responsibility for organising day-to-day workload
· Ability to work effectively and supportively as a member of the school team
· Ability to use own initiative to solve problems and respond proactively to unexpected situations
· Able to deal calmly, tactfully and effectively with a range of people

· Ability to show sensitivity and objectivity in dealing with confidential issues

	Knowledge
	· Demonstrate a basic understanding of the work of a school

· Demonstrate a good understanding of the application of school’s admissions policies

· Demonstrate a good understanding of the application of school data and reporting requirements
· Knowledge of a range of computer applications – including Word, Excel, Powerpoint, Access and SIMS
· Demonstrate an understanding of confidentiality, data protection and child protection issues in a school setting


This job description is provided to assist the post holder to know their principal duties.  It may be amended from time-to-time in consultation with you without change to the level of responsibility appropriate to the grading of the post

Signed  (Job Holder)_____________________________      Date _________________________

Signed  (Line Manager)___________________________     Date _________________________

