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Dartford Grammar School for Girls       

Job Description


Job Title:
Admissions Officer



Reports to:
Deputy Headteacher
Grade:  
Kent Grade E


Hours:
3 days per week (22.5 hours)
Salary:
£16,325 actual 




(£29,167 FTE)
Job Holder’s Name:   Vacancy                  

Date:    
April 2026
Main Responsibilities

Admissions

· Lead on all aspects of admissions following KCC and DGGS/Trust policies and criteria; to include Year 7 Admissions, Sixth Form Admissions, In-Year (Casual) Admissions and Appeals
· Keep up to date with government legislation regarding admissions

Key responsibilities:  Admissions

General Admissions

· Ensure the school’s admission policy and over-subscription criteria for Year 7, Sixth Form and In-Year Admissions is reviewed and approved by The Trust Board/Local Governing Body in line with KCC guidelines 
· Oversee all admissions queries and any contact with primary schools, secondary schools  and local authorities as required
· Oversee the uploading of Common Transfer Files from and to transfer schools, including ensuring files are transferred to receiving schools by pastoral teams
· Prepare Destinations Data for school leavers for KCC
· Maintain and update student form lists and communicate school numbers to KCC
· Prepare reports for KCC
Year 7 Admissions

· Organise, plan and lead on September Entrance testing, working with the Senior Leadership Team
· Oversee the checking and safe storage of examination papers and resources, the preparation of invigilator packs and registers and organisation of seating plans, including special arrangements for students with SEND 
· Liaise with site staff regarding requirements for setting up the examination rooms and to oversee the preparation of the rooms on the day with seating plans, individual desk labels and notices
· Be present to provide admissions information to parents/carers on Open Evening
· Confirm parental Pupil Premium status from parents/carers and/or primary schools
· Follow KCC procedures for ranking Year 7 applicants according to the over-subscription criteria, returning ranked data and meeting all deadlines.
· Oversee queries about Year 6 testing and results from parents/carers. 
· Maintain waiting lists and prepare re-allocation lists to deadlines 
· Request and collate relevant information from primary feeder schools to assist with a smooth transition and inform other staff accordingly
· Oversee the preparation of packs and registers for Transition and Induction events, working with the Senior Leadership Team and attending events to answer queries as needed
· Collate Common Transfer Files, paper files and Unique Pupil Numbers from primary schools
Sixth Form Admissions

· Attend the Open Evening and answer queries regarding Sixth Form Admissions
· On GCSE results day, rank applicants according to current policy and maintain waiting lists

· Oversee communication with applicants regarding final decisions on GCSE results days and days following 

· Attend GCSE results day and enrolment

· Oversee communication regarding results and admissions, checking entry requirements and receipt of GCSE results

· Oversee the Sixth Form Applications and entering of applicant details on SIMs

· Provide the Examinations Officer and Data Manager with new entrants’ GCSE results

· Collate Common Transfer Files, paper files and Unique Pupil Numbers from previous schools
In-Year (casual) Admissions

· Organise In-Year (casual) Admissions, including testing where appropriate
· Liaise with site staff regarding the examination room

· Oversee the communication with parents/carers and students, the preparation of the examination room, including appropriate notices and individual desk labels and the administration, invigilation and marking of the entrance papers

Appeals

· Liaise with any outside companies which the school agrees should administer our appeals
· Ensure that those administering the appeals are provided with any information they request 
· Record appeals as they are lodged

· Liaise with the Headteacher regarding updating of statements and be available on appeals days 

· Provide individual statements to the appeals company
· Annotate case notes received from the appeals company and ensure the Presenting Officer has the relevant information

· Oversee the administration and smooth admission of students following the decision of the Appeals Panel
Other key responsibilities

· Oversee the checking exercises as required by the DfE and other agencies such as destinations, Common Transfer Files 

· Ensure systems skills are kept up to date
· Be part of a duty rota in school
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Vacancy                           

Sharon Pritchard, Headteacher
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Working together to achieve academic excellence and personal potential
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