FINCHLEY CATHOLIC HIGH SCHOOL
Job Description
	Post Title:
	Admissions and First Aid Lead

	Purpose:
	To be responsible for administering the admissions process for Year 7 and in-year admissions, as well as being the primary first aider for the school

	Reporting to:
	Office Manager

	Liaising with:
	Staff, students, parents, the Local Authority

	Working Time:
	Monday – Friday, 36 hours pw, 39 weeks per annum

	Salary/Grade:
	New NJC scale 5 - 7

	Qualifications and experience
	Experience in administering admissions 
Qualified first aider

	Disclosure & Barring Service 
	Enhanced

	MAIN DUTIES & RESPONSIBILITIES

	Admissions
	Administer the admissions process for Year 7
· Manage applications, liaising with parents for supporting documentation

· Rank applications according to the school’s admissions criteria, taking into account extra requirements 

· Ensure admissions information on the school website is up to date
· Use the School Access admissions module, liaising with the Local Authority 

· Provide updates to the Headteacher on applications 

· Prepare summary information with supporting folders in advance of the governor admissions panel

· Support the appeals process as required

· Issue information packs to parents

· Organise information evening for parents in June

· Upload student information onto SIMs, liaising with the SEN department 

Manage the process for in-year admissions for years KS3 & KS4
· Provide regular reports to the Headteacher on spaces within year groups

· Identify applicants and liaise with the families

· Follow up on offers made by the Headteacher, issue information as appropriate, liaising with the corresponding Head of Year and other staff
· Load information onto SIMs



	Student Services
	· Be the primary first aid lead for the school
· Manage medication and records

· Treat students who present themselves at student services, accordingly, taking into account medical needs and records held

· Use and update Medical Tracker software 
· Notify parents accordingly

	Staff Managed
	None

	Budget
	None

	Other Specific Duties:

	· To contribute to staff training as appropriate

· To play a full part in the life of the school community, to support its Strategic Commitment, Purpose and Intent and to encourage staff and students to follow this example

· To promote actively the school’s policies

· To continue personal, professional development

· To actively engage in the school’s self-review and evaluation processes

· To actively engage in the school’s Performance Management processes

· To comply with the school’s Health and Safety Policy and undertake risk assessments as appropriate

· To attend meetings as determined in the meetings policy and as directed by the Head teacher

· To comply with the school’s procedures concerning safeguarding and to ensure that training is accessed
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified

	Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description. Employees are expected to maintain a standard of dress conducive to their position as professionals and in setting an example to students.

	This job description is current at the date shown, but following consultation with you, may be changed by management to reflect or anticipate changes in the job which are commensurate with the salary and job title. (September 2021)


