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All Saints’ C. of E. Primary School

Rooted in faith, growing through learning, enabling all to flourish

Putney Common, SW15 1HL      Tel: (020) 8788 5196    Fax: (020) 8780 5663

E Mail:  admin@allsaints.wandsworth.sch.uk
Headteacher:  Mrs J. Ghosh, BSc(Hons); NPQH

Our Vision: Confident Futures 

Our Mission: Inspiring and enabling each other, through our Christian values, to flourish and be outstanding in everything we do

Our Core Values: Kindness, Respect, Resilience 
Title: Schools Admissions & Admin Officer

Hours: 35 hours a week (8:00am – 4:00pm, five days a week) - Term Time Only (TTO) 
Grade: Scale 3, point 5 

Salary: (FTE £30,963)
Required: 5th January 2025
Main Purpose of Job

The main purpose of this role is to manage and oversee the admissions process for an educational institution, ensuring the smooth and efficient handling of applications, from initial inquiries to enrolment, while also providing a high level of customer service to applicants and stakeholders. This includes processing applications, evaluating qualifications, communicating with applicants, and maintaining accurate records. 
Duties and responsibilities 

Admissions

· Undertake admissions tasks in accordance to the School’s admissions process and policy; handle prospective parent’s enquiries and coordinate school tours/visits
· Liaise with parents on admission enquiries and school placement status
Attendance administration

· Monitor and maintain an accurate record of pupil attendance, producing reports as necessary 
· Monitor the late arrival of pupils and contact parents/carers to identify reasons for non-attendance; ensuring all safeguarding procedures are followed

General administration

· Provide prompt and courteous responses, both verbal and written, to enquiries and communication between the school office and those who come into contact with it
· Use appropriate software and IT packages, such as Word, Excel, Arbor, SchoolComms and Access, and keep up to date with training
· Excellent attention to detail and ability to meet strict deadlines
· Maintain and update management information systems; produce lists, information and data as required e.g. pupils data
· Maintain and update the school’s website and newsletter
· Carry out filing, printing and photocopying
· Assist in arrangements for school trips, events and after-school clubs
· Routine general clerical, administrative or financial support to the school
· Undertake general financial administration e.g. processing orders
Safeguarding

· Control access to the school in line with the school’s safeguarding procedures, including signing in visitors, checking identification as necessary, issuing passes and notifying them of safeguarding and safety procedures 
· Be fully aware of and understand the duties and responsibilities arising from the Children Act 2004 and Working Together to Safeguard Children 2018 and Keeping Children Safe in Education 2019 in relation to child protection and safeguarding children and young people as this applies to the worker’s role within the organization

· Be alert to unknown individuals on the school premises and report any concerns in line with the school’s procedures 
· Assist in managing and maintaining the Single Central Record
Other areas of responsibility 

· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person
· Be aware of and support difference and ensure equal opportunities for all
· Contribute to the overall ethos, work and aims of the school
· Appreciate and support the role of other professionals
· Attend and participate in relevant meetings as required 
· Participate in training and other learning activities and performance development as required
· To ensure that the schools data protection policies and processes are adhered to in line with the Data Protection Act 2018 and UK GDPR
· To be fully aware of and understand the duties and responsibilities arising from the Children Act 2004 and Working Together in relation to child protection and safeguarding children and young people as this applies to the worker’s role within the organisation
· To also be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation to the worker’s role
· To ensure that the worker’s line manager is made aware and kept fully informed of any concerns which the worker may have in relation to safeguarding and/or child protection
· Assist with pupil first aid and welfare duties, looking after sick pupils, liaising with parents/staff etc. 
Person specification

	Criteria
	Qualities
	Desirable
	Essential

	Qualifications 
and training
	· GCSE English and maths (or equivalent)
	
	x

	
	· NVQ Level 2 or equivalent qualification or experience
	x
	

	Experience
	· General clerical, administrative and financial tasks 
	
	x

	
	· Dealing with face-to-face and telephone interactions 
	
	x

	
	· Working with children or young people 
	x
	

	
	· Working and collaborating within a team  
	
	x

	Skills & knowledge
	· Good oral and written communications skills
	
	x

	
	· Ability to respond quickly and effectively to issues that arise
	
	x

	
	· Ability to plan, organise and prioritise to meet deadlines
	
	x

	
	· Ability to use own initiative and take action accordingly 
	
	x

	
	· Excellent attention to detail 
	
	x

	
	· Ability to use IT packages including word processing and spreadsheets, and a willingness to learn how to use school systems such as Arbor, SchoolComms and Access
	
	x

	
	· Ability to build effective working relationships with colleagues 
	
	x

	
	· Understanding of data protection and confidentiality 
	
	x

	
	· Understanding of safeguarding
	
	x

	Personal qualities
	· Commitment to promoting the ethos and values of the school and getting the best outcomes for all pupils
	
	x

	
	· Commitment to acting with integrity, honesty, loyalty and fairness to safeguard the assets, financial probity and reputation of the school
	
	x

	
	· Ability to work under pressure and prioritise effectively
	
	x

	
	· Commitment to maintaining confidentiality at all times
	
	x

	
	· Commitment to safeguarding and equality
	
	x

	
	· Embraces change well
	
	x

	
	· Deals with difficult situations effectively
	
	x
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