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Life Skills Enterprise School
[bookmark: vacancy-information]Job Description

Job Title: 			Admissions & Office Administrator
Contract: 			Full Time, All Year Round
Responsible to: 		Headteacher / Deputy Headteacher
Salary: 			Competitive, dependent on experience
[bookmark: about-the-role]
Life Skills Enterprise is a growing independent specialist school for pupils with Autism, SEMH and associated learning needs. We are looking to appoint an organised, professional and welcoming Admissions & Office Administrator to join our dedicated team.
This is an exciting opportunity for someone who enjoys working with people and has excellent organisational and administrative skills. You will play a key role in supporting prospective families throughout the admissions process whilst ensuring the smooth day-to-day running of the school office.
As the first point of contact for parents, professionals and visitors, you will help create a positive experience for everyone engaging with the school. You will also work closely with the Senior Leadership Team, Local Authorities and external professionals to coordinate admissions, maintain accurate records and provide efficient administrative support across the school.
[bookmark: what-we-offer]What We Offer
· A supportive and friendly working environment.
· Opportunities for ongoing professional development.
· A rewarding role within a growing specialist school.
· Employee wellbeing support.
· [bookmark: key-responsibilities]The opportunity to make a genuine difference to the lives of young people and their families.

Key Responsibilities
[bookmark: admissions]Admissions
· Manage the admissions process from initial enquiry through to pupil enrolment.
· Act as the main point of contact for prospective parents, carers, external agencies and Local Authorities working collaboratively with them throughout the consultation and admissions process.
· Coordinate school consultations, visits, transition meetings and induction arrangements and open days.
· Read and understand Education, Health and Care Plans (EHCPs) and supporting documentation to assist the senior leadership team during the admissions process.
· Maintain accurate admissions records and pupil files, ensuring GDPR compliance.
· Support the preparation of admissions documentation, reports and transition paperwork.
· [bookmark: office-administration]Respond professionally to enquiries from families and professionals.
Office Administration
· Act as the first point of contact for visitors, parents and telephone enquiries.
· Provide administrative support to the Headteacher, Deputy Headteacher and Senior Leadership Team.
· Maintain pupil records and school databases.
· Produce letters, reports and school documentation.
· Support attendance administration and maintain accurate records.
· Manage incoming and outgoing correspondence.
· Order office supplies and maintain stock levels.
· Ensure the reception area is welcoming, professional and secure.
· Support school events and wider administrative functions as required.
[bookmark: general-responsibilities]General Responsibilities
· Maintain confidentiality at all times.
· Ensure compliance with safeguarding, GDPR and school policies.
· Promote a positive, professional image of Life Skills Enterprise.
· Work collaboratively with colleagues to support the smooth running of the school.
· Undertake any other duties commensurate with the role.

[bookmark: person-specification]Person Specification
	Essential Experience

	· [bookmark: essential-experience]Experience working within an administrative or office environment.
· Experience providing excellent customer service.
· Experience working with families and external professionals.
· Experience managing confidential information.
· Excellent organisational and administrative skills.

	[bookmark: desirable-experience]Desired Experience

	· Experience working within a school or educational setting.
· Experience supporting admissions processes.
· Experience working with pupils with SEND.
· Experience using school Management Information Systems (MIS) Arbor.

	Knowledge
	· Understanding of SEND and Education, Health and Care Plans (EHCPs).
· Understanding of data protection and confidentiality.
· Knowledge of school administrative procedures.
· Awareness of safeguarding responsibilities within education.

	Qualifications
	· [bookmark: qualifications]GCSE English and Mathematics (Grade 4/C or above).
· Relevant business administration qualification (desirable).

	Skills and Abilities
	· Excellent communication and interpersonal skills.
· Strong organisational skills with the ability to prioritise competing demands.
· Excellent IT skills, including Microsoft Office, Google-drive
· High levels of accuracy and attention to detail.
· Ability to work independently and as part of a team.
· Professional, friendly and approachable manner.
· Ability to remain calm under pressure and use initiative.

	Personal Qualities
	· Compassionate and child-centered.
· Reliable and trustworthy.
· Highly organised and proactive.
· Flexible and adaptable.
· Committed to delivering excellent customer service.
· Passionate about supporting children and young people with additional needs.


[bookmark: personal-qualities]
Life Skills Enterprise is committed to safeguarding and promoting the welfare of children and young people. All appointments are subject to an Enhanced DBS check, satisfactory references and safer recruitment checks in line with Keeping Children Safe in Education.
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