



Job Description

Management Grouping:	Children’s Services Department/Section:	School Admissions Team Job Title:	School 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
· Supporting the Bexley Selection Test process
· Assisting in the review and implementation of policies and procedures
Main Duties and Responsibilities
To arrange 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.
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
· 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 administer 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 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.
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· 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, undertake interviews with parents, and deal with telephone enquiries regarding pupils’ admission to schools.
· To liaise with 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 be familiar with procedures for free school meal assessment, discretionary grants and school travel assistance and cover these areas of work if required.
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.

Person Specification
Department/Section:	School Admissions
Job Title:	School 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 to GCSE A-C Grade or equivalent;
Further qualifications beyond GCSE such as “A” Levels, BTEC or degree.
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D
	
A/I


A/I

	(b) Experience and Knowledge
Experience in an administrative role.
	
D
	
A/I

	(c) Skills and Abilities
Efficient IT skills ( 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 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.
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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

High Performance Indicators
	Values
	Behaviours for staff
	Behaviours for managers

	Innovation
	I respond flexibly and adapt to changing demands
I am prepared to take managed risks to achieve better outcomes
I ask ‘What if…? to develop fresh thinking and innovative approaches to generate and implement solutions to improve performance and challenge the status quo
	I routinely look for innovative and cost-effective ways to improve performance and customer service
I champion change and deal successfully with ambiguity, enabling people to see positive and exciting possibilities for the future
I take calculated risks based on available evidence and my professional judgement to learn and try new things

	Leadership
	I demonstrate a clear sense of purpose and direction, in line with organisational objectives
I am willing to take difficult decisions
My personal actions promote a positive image of Bexley
	I take responsibility for my service and for making things happen to make a difference to my service users
I create an environment where staff can thrive and show I value and trust staff, give praise and recognise good work
I inspire, lead and encourage staff to move forward

	Collaboration
	I show respect for others and value contributions from internal and external partners and customers
I recognise the right solution, regardless of who initiated it
I seek out and work with partners who can help me achieve the outcomes and objectives I need to deliver
	I encourage the feeling that the team is a collective unit with shared goals
I engage with service partners and other areas of the Bexley organisation to understand the demands on others and seek solutions as One Council
I network internally and externally

	Listening and Responding
	I acknowledge other people’s viewpoints and work with them to find a win-win solution
I prepare and present information anticipating questions and problems
I adapt my style to the audience and their needs, using the most appropriate communication channels
	I seek regular service user feedback and review customer data to shape service improvements
I ask staff for ideas on how to improve our service and how I can improve as a manager, listen to them and act on them
I empower staff to make decisions and changes to improve value for money, customer service and productivity



	Open and Accessible
	I see issues from the customer / user perspective
I monitor customer feedback and level of satisfaction with the service they receive, and use this to improve and pre-empt customer needs
I seek to build and maintain positive relationships with customers and partners
	I am accessible to my service users, customers, staff and Members
I communicate and share a clear vision for the bigger picture as well as specific service areas
I outline what is expected of individuals and their contribution to the whole, and am consistent in my expectations

	Impact
	I prioritise my activities and resources to focus on those which have the most impact for residents
I take responsibility for making things happen and achieving my objectives
I make decisions and clear recommendations based on my professional opinion, experience, and informed by a range of information and evidence
	I design services that provide value for money and deliver our outcomes, informed by evidence
I produce, prioritise and adapt plans to meet changing requirements
I set interim goals to achieve notable wins on the way to larger objectives I deal with poor performance
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