

  Admissions Officer

	Reports to:
	Admissions and Attendance Support Officer

	Salary/Grade:
	[bookmark: _GoBack]KSB (£25,126 full time)

	Hours/Weeks
	16 hours a week, term time only plus 1 staff development day

	Job Purpose:
	To act as the initial point of contact for parents regarding admission enquiries providing routine advice as required and explaining admissions process for each point of entry to the school

	KEY ACCOUNTABILITIES AND RESPONSIBILITIES:

Main/Core Duties

1. To act as the initial point of contact for parents regarding admission enquiries providing routine advice as required and explaining admissions process for each point of entry to the school
1. Maintain & update the school admissions policy ensuring deadlines are met for sign off and publishing of documents to the school website with the Admissions Code 2021 and KCC requirements.
1. Respond to all admissions queries in a timely manner within the defined time periods of the Admissions Code
1. Complete required process for students leaving the school both during the year and at the end of a school cycle
1. Complete the administrative work for year 6 taster sessions including the booking system and parent enquiries
1. Ensure systems are up to date for DfE Census
1. Ensure bus passes are distributed to students and records maintained
1. Create & maintain accurate student records on SIMS, KCC SAM and Applicaa
1. Complete monthly and termly reports for Local Authority & DfE
1. Manage the appeals process and ensure the statutory deadlines are met
1. Act as contact for Primary Schools for Yr6 transition and admissions process, signposting to staff as appropriate
1. Complete other administrative tasks as required

Other Specific Duties

1. To continue personal development to ensure school is compliant with legislation relating to admissions.
1. To engage actively in the performance review process.
1. To address the appraisal targets set by the line manager each year.
1. To undertake any other reasonable request from your line manager or the Headteacher.
1. To play a full part in the life of the Academy community, to support its distinctive aim and ethos and to encourage colleagues and students to follow this example.
1. To promote actively the Academy’s corporate policies.
1. To comply with the Academy’s Health and Safety policy and undertake risk assessments as
appropriate.
· To show a record of excellent attendance and punctuality.
· To adhere to the Academy’s Dress Code
 



