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	Job Title 
	Admissions and Attendance Officer

	
	School 
	Preston Park Primary School

	
	Location 
	College Road, Wembley, HA9 8RJ

	
	Grade
	Scale 5 (Point 22-25)

	
	Reports to
	Deputy Head

	
	Staffing Responsibility
	None

	
	Restricted
	No




	Job Purpose: 

1.1 Management of pupil data - including admissions, transfer, attendance and assessment information including daily management and report of attendance data
1.2 Produce clear, concise, accurate information to support senior leaders in raising standards of performance in school.
1.3 To support the work of leaders in the school as directed by the headteacher.
1.4 To ensure that information  in the school’s publications are kept up to date and secure
1.5 To be responsible, under the guidance of senior staff, for administrative, and organisational processes within the school.
1.6 To contribute to the overall ethos, work and aims of the school.





	Principal Accountabilities And Responsibilities:

New pupils
1. Lead all pupil transfer and admissions arrangements ensuring the school has a full pupil roll
2. Support school with transition of pupils
3. Ensure achievement data for new pupils is recorded.
4. Check for missing achievement and attainment data and fill gaps by contacting other schools or agencies.
5. Distribute this data in a format suitable for senior leadership team and individual teachers.

Pupil data
6. Collate and communicate daily lunch numbers to the catering provider and chase up pupil payments when required
7. Ensure staff are completing daily registers correctly and ensuring any absences are followed up with parents
8. Log pupil punctuality and speak to parents when required. Bring persistent absences and punctuality concerns to the attention of the relevant staff
9. To attend SLT meetings where data is being discussed in order to better understand and anticipate the needs of the leadership team
10. To create fields and groups in order to analyse termly pupil assessment results and pupil tracking data including welfare and behaviour reports 
11. Prepare reports in advance and as required by school leaders 
12. Complete all pupil returns and send electronically to the Department for education as required
13. Advise the senior leadership team in relation to deadlines for national/local authority data requirements e.g. Census.
14. Ensure that all teaching staff meet deadlines to ensure statutory and internal requirements for reporting are met.
15. Develop and maintain systems for monitoring and tracking of pupil progress, attendance and welfare 
16. Produce individual pupil targets against national data and reports/assessments as required. display data information in a clear, concise, easily understandable way as required for a range of audiences – including annual updates on school website re. PPG and Achievement

[bookmark: _GoBack]Tracking and Analysis
17. Collect assessment data from teachers and enter it accurately (on Target Tracker) and quickly on  data base & prepare termly reports for senior staff and governors to analyse
18. Under the direction of the SENCO/lead on inclusion input data to enable the effective monitoring of pupils on the special educational needs, English as additional language registers, G & T and other vulnerable groups
19. Produce termly reports that identify groups needing interventions and explore links with attendance
20. Use data to search for trends; demonstrate initiative in modelling and creating tables and charts for a wide range of audiences and purposes

Administration
21. Be front of house when required and welcome and direct visitors within safeguarding requirements
22. Support the work of the headteacher and SLT as required e.g.  including answering correspondence, producing various types of documents, arranging meetings and agendas and circulating information to appropriate persons
23. Ensure the safe and secure storage and transfer of all pupil data and related information
24. Design, create, develop and maintain a range of documents, information leaflets, packs and letters
25. Be responsible for the submission of relevant information to the senior leadership team, the Governing Body and outside agencies e.g. Department for Education and the Local Authority
26. Creation and production of reports, labels, lists, statistics, requested by staff
27. Making group changes and producing class lists 
28. Supporting the extended school provision with registers and payments for music, out of hours clubs, ipads, via parent pay
29. Update the school website when required
30. Taking money from parents, staff and children; provide receipts; pass money to the finance office on a daily basis with accurate records
31. Administer payments for school trips, meals, clubs, purchases on parentpay
32. Support with collecting and counting money on ad hoc days e.g. children in need

Responsibilities
33. To adhere to all relevant school policies, procedures and systems including principles of GDPR
34. To contribute to the overall ethos and aims of the school
35. Establish constructive relationships and communicate with other agencies/professionals
36. Participate in training opportunities and professional development as required
37. To ensure all duties are completed within required time frames, accurately and in a professional manner
38. To be responsible for promoting and safeguarding the welfare of children and young people within the school
39. Undertake similar duties commensurate with the level of the post as required including assisting the general administrative function of the school as required







	Person Specification 



	POST TITLE:
	[bookmark: P_Title]      Attendance and Admissions Officer              

	
	

	
	

	SCHOOL:
	[bookmark: Division][bookmark: Business]	      Preston Park Primary School



PLEASE NOTE
The method of assessment for each criterion is shown in the right hand columns.  The shortlisting criteria are indicated by asterisk in the application form column.  Shortlisting for interview will be based solely on whether the candidate indicates on their application form that they meet these Shortlisting Criteria.  All mandatory criteria are underlined.  The successful candidate must satisfy all of the mandatory criteria, and will normally meet all or most of the other appointment criteria.  All candidates must satisfy the Equal Opportunities and Customer Care criteria which are mandatory.

	METHOD OF ASSESSMENT

	APPLICATION
FORM
	INTERVIEW
	TEST

	1.	ABILITIES
	
	
	

	(a) [bookmark: Fm_starttext][bookmark: starttext]Ability to operate a full range of specialist ICT and other resources and equipment.
	*
	
	*

	(b) Ability to use proficiently standard office computer software, including word-processing, spreadsheet, database, and Internet systems including SIMs
	*
	
	

	(c) Ability to absorb and understand a wide range of information concerning the functions of the school.
	
	*
	

	(d) Ability to build and form working relationships with pupils, visitors, parents/carers and colleagues, to work flexibly across operational boundaries, and to work as a member of a team.
	*
	*
	

	
	
	
	

	2.	SKILLS
	
	
	

	(a) High level of verbal and written communication skills appropriate to the need to communicate effectively with colleagues, visitors and parents/carers.
	*
	
	*

	(b) Very good standard of numeracy and literacy skills.
	*
	
	*

	(c) The ability to converse at ease with members of the public and provide advice and information in accurate spoken English.
	
	
	

	
	
	
	

	3.	KNOWLEDGE
	
	
	

	(a) Full working knowledge of relevant policies, procedures and codes of practice, and awareness of relevant legislation.
	*
	
	

	
	
	
	

	4.	EDUCATION AND PROFESSIONAL
QUALIFICATIONS ESSENTIAL TO THE POST
	
	
	

	(a) NVQ level 3, or able to demonstrate an equivalent level of attainment through qualification or experience in a relevant discipline.
	*
	
	

	(b) GCSE or equivalent in English and Maths - grade C or above
	*
	
	

	
	
	
	

	5.	EXPERIENCE
	
	
	

	(a) Successful experience of development, management and operation of administrative systems in an office environment.
	*
	
	

	
	
	
	

	6.	EQUAL OPPORTUNITIES RELEVANT TO THE POST (mandatory) 
	
	
	

		Understanding and commitment to the Council’s and school’s Equal Opportunities policy.
	*
	*
	

	
	
	
	

	7.	CUSTOMER CARE RELEVANT TO THE POST (mandatory) 
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