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Department: Finance and Resources
Service: Service Delivery
Section: School Admissions
Grade: D

Post reference number:  EDADCLERK001


1.
To process admission applications for school places and undertake all administrative / clerical work relating to school admissions, in liaison with parents, governors, schools, academies and colleagues as required delivering an effective high-quality service to parents/carers and settings. 

2.
Deal with diverse and complex queries and give appropriate advice and support to parents/carers, schools, internal and external colleagues on an extensive range of school admission matters, as appropriate, either by phone, face-to-face or in writing.

3.
To be responsible for maintaining accurate waiting lists, records of school numbers and class size information in order to allocate school places efficiently and be the principal contact for schools and build effective relationships. 

4.
Undertake casework of identified children without a school place. Liaise with other agencies where necessary.

5.
To provide support in the preparation and organisation of admissions information distributed to parents/carers relating to school admissions.

6.
To be responsible for maintaining accurate and up-to-date computerised records and provide statistical information as required on aspects of admissions.

7.
Support the work of the Service to meet its statutory duty to provide a sufficient supply of school places by providing support and intelligence to highlight the demand for school places.

8.
Work collaboratively and support team members with general day-to-day issues.  Also, bringing to the attention of officers and colleagues where required, issues and concerns that impact on the service, together with findings of investigations and possible solutions.

9.
To provide assistance in the preparation of appeal documentation as required including ensuring parents/carers are provided with correct appeal information.

10.
To support whole team development by providing training and support underpinning the continued development of the team through identified peer training and supervision of temporary staff / trainees, as necessary. To take ownership of own identified and agreed training to achieve personal development goals.

11.
Attend and actively contribute to team meetings, where work patterns allow and chair and minute meetings on a rotational basis.

12.
To attend admission information events, as required, to promote awareness of admissions processes and critical timelines

14.
Provide front line customer service on a rotational basis throughout the day according to service need. 

15.
Provide assistance as required, in connection with all aspects of the work of the Access to Learning Service. 

16.
Support the work of the School Admissions Team in developing service packages to maximise income generation of traded services.

17.
To work within a designated service area and across the Education Hub and Service Delivery as required. Additional work across the directorate will be commensurate with grade.
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	Job title: 
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Service: Service Delivery (School Admissions)
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	Areas of 

responsibility
	Requirements
	Measurement

	
	
	A
	T
	I
	D

	Knowledge
	Knowledge of office procedures and practices
	(
	
	(
	

	
	Knowledge of computerised and manual record keeping systems
	(
	
	(
	

	
	Knowledge of word processing packages
	(
	(
	(
	

	
	Knowledge of school admissions processes (desirable)
	(
	
	(
	

	Skills/abilities:


	Ability to communicate effectively, at all levels, interpersonal both orally and in writing
	(
	
	(
	

	
	Ability to work on own Initiative
	(
	
	(
	

	
	Ability to contribute to effective team working
	(
	
	(
	

	
	Ability to work under pressure and prioritise work
	(
	(
	(
	

	
	Good keyboard skills
	(
	(
	
	

	
	Ability to pay attention to detail and work accurately
	(
	(
	(
	

	Experience:
	Experience of working in an office environment
	(
	
	
	

	
	Experience of computerised and manual record keeping systems
	(
	
	(
	

	
	Experience of dealing with members of the public by telephone and in person
	(
	
	(
	

	Work to promote mutual respect and good relations:


	Have awareness, understanding and commitment to the pursuit of equality of opportunity in terms of service delivery and employment practice
	(
	
	(
	

	Work Related Circumstances
	Willingness to comply with the City Council’s non-smoking policy.


	
	
	
	

	
	Be willing to undertake further training, as necessary, in order to enhance service delivery of the section


	(
	
	
	

	

	P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence
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	Job title: Service Delivery Lead (Education) 


Job title: Admissions Officer





1 Job purpose			





To provide comprehensive administrative and casework support in relation to the statutory duty of school admissions and transfers.  To give specialist advice to parents/carers, schools, academies, free schools, colleagues, and other services and agencies on a diverse and complex range of school admissions matters where required.							





2 Principal duties and responsibilities





3 All staff are expected to maintain high standards of customer care in the context of the City Council’s Core Values, to uphold the Equality and Diversity Policy and health and safety standards and to participate in training activities necessary to their post. 








4 This is not a complete statement of all the duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer; the responsibility level of any other duties should not exceed those outlined above.





5 Numbers and grades of any staff supervised by post holder: None





6 Post holder’s immediate supervisor: Admissions Coordinator








