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ADMISSIONS &
CLERICAL ASSISTANT  


JOB DESCRIPTION
MAIN DUTIES AND RESPONSIBILITIES:

· To oversee the admissions arrangements of the school, as well as liaise with the Data Manager to facilitate systems for pupils leaving the school. This will include the following:

· Dealing with the day to day admissions enquiries and being the first point of contact for parents, pupils and County during the admissions process

· Maintaining diaries, making appointments, setting up meetings and conducting tours as required.

· To be well-informed about the school’s academic achievements / results and academic / extra-curricular offer and the working of the school.

· Liaising with County, previous schools and with internal departments within school to ensure a seamless transition for pupils with all background information obtained and the correct timetable, House, form group and sets specified etc.

· Use of SIMS for student information: all data entry for new pupils and the responsibility for keeping data up to date and consistent throughout the application and admissions process, using the School’s online programme.
· Setting up/managing the appropriate filing systems for pupils

· Send CTFs on request and paper files for leavers. Keep a record in SIMS of Year 11 and 13 destination data. Archive student leaver files if not requested by their destination institution

· Assisting the Marketing & Communications Officer with organising school admission events
· Assisting with Primary liaison and Year 6 transition
· Assisting with Sixth Form admissions during August. 
To support with the school’s Trips & Visits

· Support the Senior Leadership Team member responsible for trips, visits and extra-curricular activities with administrative tasks, e.g. correspondence, obtaining quotes, making bookings, including undertaking EVC admin training for the Evolve system.
· Further, support Trip Leaders as required

· Collate and distribute parental consent forms and any ad hoc payments not receiving via Parentmail

· Ensure that first aid kits are ready and available for departing trips

· Maintain the bookings for the school minibus, ensuring users are briefed to check the vehicle before departure, and complete necessary logs

· Maintain the minibus driver logs/checks to ensure they are in line with County requirement e.g. driving licences and mandatory testing

· Manage the school trip mobile phones/ipads to ensure staff have immediate access in case of emergencies

To support and provide clerical assistance  

· Use the school’s telephone system to respond to queries from parents and visitors, ensuring messages are dealt with in a professional and prompt manner

· Undertake word processing of school correspondence, policies, procedures and documents to support the curriculum departments, teaching staff and other departments in the school.

· Provide cover for the main school reception area, as requested including the sorting of school post, general office filing and the meeting/greeting of parents, pupils and visitors.

The school is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment. Staff are expected to work positively and inclusively with colleagues and stakeholders so that the school provides a workplace that delivers a service that does not discriminate against people on the ground of their age, sexuality, religion or belief, race, gender or disability

The post holder must be prepared to carry out additional duties, which may be responsibly be required by the School Business Manager.  The duties of this post may vary from time to time, as required by the Headteacher, without changing the general character of the role or the level of responsibility.

This post may be subject to modification or amendment after consultation with the post holder. 
All staff are part of a whole school team. They are required to support the values and ethos of the school and school priorities as defined in the School Improvement Plan. They are required to support and follow all relevant school policies including those for behaviour and child protection. This will mean focusing on the needs of colleagues, parents and pupils and being flexible in a busy pressurised environment. They should be involved in promoting the acceptance and integration of pupils with special educational needs. They might also be involved assisting pupils for whom English is an additional language

This post meets the definition of ‘Regulated Activity’ as defined in the Safeguarding Vulnerable Groups Act 2006. 

Because of the nature of this job, it will be necessary for an enhanced DBS check to be undertaken. This post is exempt from the Rehabilitation of Offenders Act 1974 and therefore applicants are required to declare all unspent cautions and convictions; and also, any adult cautions (simple or conditional), and spent convictions that are not protected as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2020). A person’s criminal record will not in itself prevent a person from being appointed to this post. Applicants will not be refused posts because of offences which are not relevant to, and do not place them at or make them a risk in, the role for which they are applying. However, in the event of the employment being taken up, any failure to disclose such offence, as detailed above, will result in dismissal or disciplinary action by the School / Authority.

Disclosures are handled in accordance with the DBS Code of Practice which can be accessed via www.disclosure.gov.uk ‘The School is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment.   

Signed: ________________________________
Date: _____________________

(Employee)

Signed: ________________________________
Date: _____________________

(Headteacher)

PERSON SPECIFICATION – ADMISSIONS & CLERICAL ASSISTANT  

	
	Essential
	Desirable

	Qualifications

	· GCSE English and Maths
	(
	

	Experience & Knowledge

	· Demonstrable experience of word processing.
	(
	

	· Demonstrable experience of Microsoft Office, word processing, spreadsheet and presentation packages 
	(
	

	· Some experience of local government and/or health service practices and procedures.
	
	(

	· Some experience of working with diverse communities  
	
	(

	· Knowledge of SIMS & school software
	
	(

	· Knowledge of school safeguarding and experience of working with young people
	
	(

	Skills

	· Excellent communication skills, including high standards of written communication, grammar and spelling
	(
	

	· A good team player who has the ability to get on with tasks and achieve results
	(
	

	· Ability to prioritise work and respond effectively & with minimum supervision
	(
	

	· Always deliver on schedule and to a high standard
	(
	

	· Able to deal politely and effectively in person with a wide range of people
	(
	

	· Ability to present data clearly, concisely, accurately and in ways that promote understanding, either verbally or in written/electronic format
	(
	

	· Flexible to meet the needs of the school
	(
	

	· Strong organisational skills/business administration and management skills
	(
	

	· An ability to maintain confidentiality and deal with sensitive issues effectively
	(
	

	· Experience of working with children
	
	(

	Equality

	· Able to demonstrate a commitment to supporting equality and diversity, in keeping with the school’s vision of Success for All
	(
	

	Other requirements

	· Able to attend occasional weekend/evening activities, as and when required with prior agreement
	(
	

	· Must enjoy working as part of a team, be adaptable and supportive of colleagues
	(
	

	· Ability to interact with students sensitively and flexibly, who may communicate through challenging behaviour
	(
	

	· Be professionally well-presented
	(
	



