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Job Description

Job Title:		Admissions Administrator

Reports to:		Head of Admissions

Hours of Work:	Term time only plus 10 days in the holidays and occasional evening and weekend work (see breakdown below) 
			
Start Date: 		Tuesday 30 August 2022

Main Duties
Working within the Admissions team to efficiently administer the admissions process for students from initial enquiry to entrance to the College ensuring a positive, friendly experience for families across all entry points.  To include but not limited to:
· Responding to telephone, email and face-to-face enquiries;
· Preparing and distributing correspondence to parents and feeder schools;
· Processing registrations and maintaining prospective student records on the College database (ISAMS);
· Collating candidate references and special educational needs reports;
· Arranging school tours;
· Assisting in the organisation of open mornings, taster days, welcome meetings and other student recruitment events and being in attendance on the day;
· Assisting in the preparation for all entrance examinations and being in attendance on the day;
· Communicating information regarding new pupils to the school office, Heads of Section and medical and other teaching staff;
· Routine administrative tasks such as data entry, filing, archiving and secure management of archived data; 
· Liaising day-to-day with the Junior School in respect of Year 3 and ad hoc entry 
· Carrying out any other reasonable requests in line with the broad responsibilities of the role.


Person Specification
· At least 3 years’ demonstrable experience in a front facing administrative role within a busy office environment
· Be able to maintain confidentiality and display a high degree of integrity and diplomacy at all times.
· Have an approachable manner and be an effective communicator (both written and orally) with an excellent standard of both written and spoken English.
· Have strong administrative and organisational skills, numeracy, and excellent time management.
· Be familiar with ISAMS (or a similar school management system) and have a sound knowledge of Excel.
· Be an enthusiastic and adaptable team player 
· Experience in a similar role or within a school would be desirable 

Working Year/Hours:
Part-time term time plus 10 days to be worked in the holidays (37 weeks per year including INSED days)
Michaelmas and Lent Terms
· 5 days per week
Summer Term
· 3 days per week
Working hours: 9.30am – 3.00pm including a 30 minute lunch break (unpaid).
Additional working hours
5 evenings across 3 terms; 2 Saturdays in Michaelmas term and 11+ exam days
 (The postholder will also be required to attend):
· Whole School open day: Saturday 17 September 2022
· Sixth Form Open Evening: Tuesday 4 October 2022
· Junior School open day: Saturday 12 November 2022
· 11+ entrance examinations: Tuesday 3 and Wednesday 4 January 2023 
· Sixth Form Options Evening: Thursday 12 January 2022
· Junior School welcome meeting (evening): Monday 12 June 2023
· 11+ welcome meeting (evening): Thursday 22 June 2023
· Sixth Form welcome meeting (evening): Monday 26 June 2023

The duties and hours of work detailed in this job description will be subject to review during the first six months of employment.








The post holder’s responsibility for promoting and safeguarding the welfare of children and young persons for whom he / she is responsible, or with whom he / she comes into contact will be to adhere to and ensure compliance with the School’s Child Protection Policy Statement 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 he / she must report any concerns to the Designated Safeguarding Lead.
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