








Job Description

Management Grouping:	Children’s Services 

Department/Section:	School Admissions Team 

Job Title:                                 Senior Admissions Officer

Reports to:	Schools Admissions Manager



Main Purpose of the job:
· The administration of children’s admissions to nursery classes, primary and secondary schools for the standard points of entry and in year applications
· Leading on the Bexley Selection Test process
· Assisting in the review and implementation of policies and procedures including the school admissions and place planning enhanced local authority powers arising out of the Children’s Wellbeing and Schools Bill
· Supervision of the school admission officers
· The administration of place planning within school admissions


Main Duties and Responsibilities

To supervise the arrangements for pupils to be offered places in schools and to arrange for pupils seeking to transfer from one school to another, including those moving to the area, to be offered places, all in accordance with the Authority’s policies and statutory requirements – and in particular with timescales set out in legislation, regulations and Council policy.
To lead on the selection test process.
To lead on the admissions processes.



Job Activities:

· To administer the annual processes and procedures for dealing with applications for pupils to attend nursery classes, primary and secondary schools, including liaising with schools that are responsible for their own admissions procedures and/or the co-ordination of admissions.
· To produce accurate and helpful information for parents and Head Teachers about school admissions in order to assist parents in applying for a place at the school of their preference, including advice about the statutory appeals procedure.
· To enter applicant details on the pupil database, to maintain the database of children due for admission to schools and to provide schools and colleagues with appropriate information from the database.
· To make appropriate checks on applicants’ eligibility for school places.
· To supervise the administration of co-ordinated in year application processes ensuring that children are offered places as quickly as possible, and that children without a school place are identified and monitored using locally agreed Fair Access Protocol.
· To keep current information about the numbers of pupils in each year group in each school and to identify school vacancies.
· To exchange information about applications with other local authorities, admission authorities and schools using the Pan London document exchange, S2S and secure email.
· To manage the selection test registration process, the allocation of children to test centres, and the provision of information to parents about test arrangements and results. 
· To arrange for pupils to take selection tests in accordance with the set guidelines including the organisation of venues, arrangements for test days, distribution and collection of test materials, invigilating tests, marking and checking papers, issuing results and supporting the selection review process.
· To prepare the Authority’s case to defend admission appeals. (To present admissions appeals after sufficient training has been given for the officer to feel competent and confident to do so).
· To deal with correspondence, and deal with telephone enquiries regarding pupils’ admission to schools.
· To liaise with schools; other teams in the directorate and the Council over issues relating to admission of children to school.
· To promote the use of on-line applications for school places and to keep the Pan London application site updated with local information.
· To monitor children without a school place and make referrals as appropriate
· To maintain the school admissions webpages on the Council website.
· To provide supervision for the school admission officers
· Lead, maintain and develop signposting facilities online and within the Contact Centre. This includes liaising with the Contact Centre to ensure that staff have all necessary information to assist parents, particularly on offer days and when changes are being implemented. Identify and resolve issues about the quality of information being given to parents. Train Contact Centre staff as required.
· Design suitable admission application forms and guidance notes, and ensure that sufficient supplies are available. Update information for parents on the e-admissions website and on the Council’s school admission webpages. Promote use of online systems.
· Any other duties as directed by the Manager of Admissions.






Personal Effectiveness

Deal promptly with all matters requiring the post holder’s personal attention.
Be fully conversant with relevant statutory provisions and the Council’s constitution, processes and procedures; develop the full range of supervisory and professional skills and knowledge to satisfy the requirements of the post.
Establish and develop effective working relationships and productive partnerships with all the relevant agencies, including schools.
Respond to and resolve public enquiries and complaints in a timely and professional manner.


General

· To deliver the admissions service within appropriate timescales ensuring that relevant service standards are achieved This will include dealing with complaints, managing conflict and disagreement in relation to decisions taken and undertaking the management of appeal cases, spot checking, suspected fraudulent applications, and applications regarding special/exceptional circumstances.
· To be conversant with legislation, regulations, case law and the Authority’s policies regarding pupils’ admission to school.
· To keep records in such a way as to be able to provide accurate statistical information quickly.
· To approach the duties of the post with a “customer care” philosophy.
· To plan own workload and develop systems to ensure that all areas of work are dealt with regularly.
· To undertake such other duties as may be assigned from time to time. To cover for other members of the team and all areas of work as necessary.
· To be office based for a minimum of 3 days per week.
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Person Specification

Department/Section:	School Admissions

Job Title:	Senior Admissions Officer

	Selection Criteria
	Essential/ Desirable (E/D)
	Method of Assessment (See Key )

	(a) Education and Formal Training

Competence in literacy and numeracy at a level demonstrated by English and Mathematics A-level or equivalent;

Further qualifications beyond A Levels
or BTEC or equivalent are desirable.
	
E


D
	
A/I


A/I

	(b) Experience and Knowledge

Experience in an administrative role.

Substantial and demonstrable administrative experience of working in a School Admissions environment	

Demonstrable experience of dealing with the public in emotive situations

Experience of leading a team in a high pressurised environment with direct interaction with the public.	

Experience of pupil admissions

Ability to gather information from a wide range of sources, both internal and external to the Council	

Sound problem solving skills with the ability to identify areas of concern and develop ideas to positively enhance service provision	

Demonstrable ability to produce statistical reports to monitor and analyse customer contact and the coordination of admissions

Knowledge of current legislation and initiatives in education admissions and awareness of local admissions policies

Experience of identifying changes in demand for school places in the Borough

Experience  of  dealing  with  preparing  responses  to complaints	


	
E
E

E
E

E

E
E

E

E


E

E

	
A/I
A/I

A/I
A/I

A/I

A/I
A/I

A/I

A/I


A/I

A/I


	(c) Skills and Abilities

Efficient IT skills (preferably Word, Excel and a database package.

Ability to work closely within a team in a supportive manner

Ability to work accurately under pressure and to plan work to meet prescribed deadlines.

Ability to work accurately under pressure and to plan work to meet prescribed deadlines.

Ability to work on own initiative Ability to write clearly and concisely.
Ability to deal sympathetically, but with authority, with telephone enquiries and in face to face situations.

Willingness to work occasionally in the evening.
	
E E E E
E E E

D
	
A/I A/I A/I A/I
A/I A/I A/I

A/I


Selection method key: I = Interview	A = Application Form	AT = Ability Test

Applicants will be assessed using the above criteria and the following performance indicators throughout the recruitment process








	
	Post Title: Senior School Admissions Officer
	
	Grade: Bexley10
	

	

	
	High Performance Indicators
	Level
	Description
	

	
	Change and Innovation
	C
	I actively seek new ideas and opportunities to challenge the status quo,
I generate solutions to improve performance
I help others to adapt to and implement change
I borrow good ideas from other organisations and adjust them to my customer or service area
	

	
	Communicating and Influencing
	C
	I use a range of influencing techniques, sometimes using more than one to work towards my goal
I prepare and present information anticipating questions and problems
I convey complex information to a varied audience I emphasise risks / benefits
	

	
	Achievement, Drive and Ownership
	C
	I continuously ask ‘how could I make this better?’ to
ensure I adapt and make improvements
I actively seek opportunities to develop myself I set myself stretching targets
I look ahead and identify potential problems and take
actions to manage them
	

	
	Customer Orientation
	B
	I monitor customer feedback and level of satisfaction with the service they receive
I make myself available to customers, ensuring they know how to contact me
I take responsibility for correcting customer concerns promptly, without judging others
I offer ideas to enhance the development of customer centred services / solutions
I seek to build and maintain positive relationships with customers
	

	
	Partnership
	B
	I help ensure there is a common understanding of
	

	
	Building
	
	responsibilities / expectations
I recognise the right solution, regardless of who initiated it
I encourage contributions from others to help reach the best conclusion
	

	
	Leadership
	B
	I set a clear direction and maintain focus
I translate strategies into understandable objectives and action plans
I work with individuals to set clear performance objectives
I encourage and support team members to solve problems
I openly celebrate our achievements within our team and with others
I use coaching to help others critically and honestly assess their performance, to develop others and to encourage ownership
I provide timely feedback to others on performance and progress
I ensure development needs are met
	

	
	Political Awareness
	B
	I recognise organisational and group norms and customs
I apply my understanding of how things are done to deliver services and work effectively with others
I deal with Members queries appropriately
I reinforce political protocols with others, where appropriate
	

	
	Breakthrough Thinking
	B
	I take a fresh look at situations to identify potential opportunities or issues
I conduct research to gain evidence prior to making a decision
I make decisions and clear recommendations based on a range of information
I probe to find the underlying cause of an issue
I look for gaps or inconsistencies in information, and investigate further to clarify the situation
I integrate risk and contingency into decisions and plans
	




	
	Using Technology
	C
	I identify areas of work where technological tools could improve productivity, standards and / or service
	

	
	Professional Knowledge
	C
	I am able to perform all areas of my own professional specialism
I keep up to date on developments
	

	
	Understanding Regulatory Requirements
	c
	I keep abreast of internal requirements and external legislation changes as they relate to work / service, and assess the likely impact
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