	Job Description

	Job Title
	Attendance and Admissions Assistant
	Reporting to
	Vice Principal – Student Welfare

	Job Purpose
	             To provide support to the Attendance and Admissions Manager. 
              To take a lead in  the Admissions.
            

	Liaising With

(internal)
	 Staff and  Students  
	Liaising With

(external)
	Parents, Community, Visitors

	Supervising
	
	Contract
	TTO   – 25 hours per week 

8.00am  – 1.00pm – Monday to Friday

	Key Responsibilities
	1. To provide administrative and organisational services to the Attendance and Admissions Officer.
2. Maintain accurate attendance records to assist Attendance Officer in improving attendance and thereby raise standards, support in the provision of interventions with students who are poor attenders.

3. Liaise with parents / carers and other outside agencies with regard to attendance

4. Support in the admission of new ‘in year’ students, ensure all statutory procedures are followed. 
5. Make the arrangements for transition for Year 6 pupils to Year 7, keep accurate, up to date records of all new Year 7 admissions and ensure all county deadlines are met.  Organise and manage the Year 7 Summer School.

6. Liaise with all relevant staff ensuring a smooth transition for all new students to the Academy.

7. Organise and attend admission meetings with the Vice Principal, show prospective students and parents / carers around the Academy, promoting the Academy positively.
8. Carry out a range of additional duties that may arise from time-to-time in accordance with the nature of the role and level of responsibility.

	Compliance, Restrictions & Enablers
	Compliance with all policies and procedures of the Academies including, but not limited to:

	
	· Health, Safety & Security 

· Data Protection legislation and best practice

· Freedom of Information legislation and best practice


	· Child Protection, including DBS enhanced disclosure requirements

· Equal Opportunities & Diversity


	Person Specification

	Job Title
	Attendance and Admissions Assistant
	Reporting to
	Vice Principal – Student Welfare

	
	Essential (E) or 

Desirable (D)
	Evidence

	Education, Qualifications, Training

· NVQ Level 2 or equivalent
· Good GCSE’s in English, Maths 
	E

E
	Application

Application

	Skills, Knowledge & Experience

· Experience of working in an administration role, ideally in education or service industry.

· ICT skills at a good  level (excel, Word etc.)
· Ability to organise and prioritise workload to achieve deadlines.

· Excellent communication skills, particularly confident on the telephone.

· Working knowledge of SIMS
	E

E

E
E

D

	Application/Interview

Application/Interview

Application

Interview

Application /Interview



	Personal Qualities

· Able to build effective and positive working relationships

· Organised and methodical approach to work

· Professional, discrete, diplomatic

· Enthusiastic and committed

· Committed to safeguarding and promoting the welfare of children and young people

· Committed to personal learning and development
	E

E

E

E

E

E
	Reference/Interview

Reference/Interview

Reference/Interview

Reference/Interview

Reference/Interview

Application/Interview


All employees are subject to Enhanced DBS check, according to current statutory requirements.

