LANCASTER ROYAL GRAMMAR SCHOOL

JOB DESCRIPTION
	POST TITLE
	Admissions Officer


	GRADE
	Grade 6


	RESPONSIBLE TO
	Director of Finance & Support Services


	JOB PURPOSE:
The Admissions Officer is responsible for managing all matters associated with day and relevant boarding admissions and all admissions testing.



	MAIN ACCOUNTABILITIES:
· Manage the Admissions function at LRGS at all entry points to LRGS (Y7 – Y12) for both day and boarding applicants.

· Develop, maintain and update a consolidated online Admissions form preferably compatible with the school’s MIS system. 

· Oversee the complete admissions cycle for each applicant from start to finish

· Using excellent customer management skills, communicate with and manage all relationships with registered students and their families

· Oversee arrangements for visits and tours by prospective day parents and pupils

· Manage, organise and oversee all details of taster visits for prospective day pupils

· Manage a systematic follow up process for all admissions contacts and recommend appropriate areas for development when necessary

· Ensure that the school’s admissions database (ISAMs) is updated in an accurate and timely fashion with new pupil information (Information for School Form)

· Oversee the production of reports relating to admissions activity so that the Marketing Manager can keep the Head and Trustees updated appropriately

· Manage and take overall responsibility for the organisation of assessment days: 11+, Boarders’ Entrance Exams, 12+ 13+ 14+ and other ad hoc exams throughout the year (examinations, tours, refreshments), including invigilation as required

· Ensure all candidates have the necessary documentation required for admissions (visas and passports)

· Be present on key dates in the school’s calendar, including 11+ Day, and Open Day

· Ensure compliance in relation to the school’s Admissions Policy, including determination of admissions arrangements

· Oversee the implementation of admission arrangements (normal and in-year) by the school in accordance with school guidance

· Provide advice and guidance to parents in relation to both the admissions and appeals process where necessary

· Provide exam statistics and admissions paperwork to Headmaster’s PA for Admissions Appeals 

· Provide advice and guidance to parents in relation to requests for deferred admission and the admission of children outside the normal age group

· Review and check the content of the admissions section on the school website with the Marketing Manager

· Maintain accurate data on admission and admissions appeals

· Provide the necessary details, when requested by parents, to comply with the Freedom of Information Act in relation to admissions and appeals 

· Liaise with the Local Education Authority relating to all admissions queries and issues

· Check FSM, PP and Looked After Child status is current and correct on 11+ applications to ensure applications are compliant with the admissions policy 

· Liaise with the DSL with regard to safeguarding requests.

· Ensuring applicants information is dealt with in compliance with latest GDPR 
To work closely with, amongst others:

· The Head – to analyse results and reports following exam testing, and contribute to making decisions on offers

· The Head of 6th Form - to consult with the Head of 6th Form in respect of Sixth Form admissions and to support their oversight of applications and offers made.

· Clerk to the Trust Board – to ensure he is notified of all potential appellants and to ensure all necessary paperwork is forwarded accordingly

· Heads of Academic Departments – in the preparation and marking of entrance assessments

· Marketing Manager – to track expressions of interest, visits, assessments and enrolments; to have full awareness of where there are spaces for recruitment at different points of entry; to organise and attend Open Day, 

· Network Manager – to ensure the electronic application process is updated with key dates and other relevant information

Other duties:
· To support the smooth running of City View reception, when required, and to provide overflow support for the main school telephone service.

· To undertake other tasks or duties which may be reasonably assigned by the Director of Finance and Support Services which assists the administration of the General Office or school. 




The post holder’s responsibility for promoting and safeguarding the welfare of children will be to adhere to and ensure compliance with the school’s Child Protection Policy at all times.  If in the course of carrying out the duties of the post the post holder becomes aware of any actual or potential risks to the safety or welfare of children in the school s/he must report any concerns to the school’s child protection officer or to the Headmaster.

LANCASTER ROYAL GRAMMAR SCHOOL

PERSON SPECIFICATION
	Post title: Admissions Officer
	Grade: 6


	Requirements

(Based on the Job Description)
	Essential (E)  
	Desirable (D)
	Assessed via: application form (AF), Interview (I), Reference (R)

	Qualifications:

GCSE English or Maths at Grade C or above (or equivalent)

	X


	
	AF



	Knowledge, Skills and Experience:

Experience of working in a public facing role

Experience in change management
Experience of working in school admissions
Excellent written and verbal communication skills

Excellent numeracy and literacy skills with an ability to keep accurate records
Experience of working in a busy office environment
Experience of using Microsoft Office applications

Excellent organisational, planning and analytical skills

Ability to maintain strict confidentiality at all times

Commitment to safeguarding and protecting the welfare of children & young people


	X

X

X
X
X
X

X

X
X


	X
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AF / I
AF / I

AF / I

AF/I/R
AF/I/R
AF / I

AF / I

AF / I

	Behaviours and Values:

Flexible, approachable and able to work as part of the whole school team
Committed to the development and ethos of the school
Able to work under pressure

Commitment to attend appropriate CPD and to develop the role
	X

X
X

X
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