Job Description                                                                 [image: London Academy of Excellence]
Admissions Officer                                                                   
[bookmark: _heading=h.gjdgxs]
Working hours		32 hours per week, Term time + 4 weeks 
(including 1-2 days per week during the school holidays)
Salary				Circa £32,000 (FTE), dependent on skills and experience
				Circa £22,942 based on the working pattern detailed
Pension scheme		Local Government Pension Scheme
Start date			ASAP
Contract terms		Permanent
Line manager		Director of External Relations 

Key responsibilities

· [bookmark: _heading=h.167eruh17jh9]To ensure that the school’s admissions process is well designed and delivered and to ensure that the school meets its admissions targets
· [bookmark: _heading=h.4v3hhtghdlcw]To build and maintain strong relationships with feeder schools and the wider LAET team
· [bookmark: _heading=h.qqt83is0gjc]To design and oversee Admissions Events which are to the highest standard and which promote the school in the best possible way to prospective students and parents
[bookmark: _heading=h.z4jc6tb5dyr2]
Specific tasks

Admissions Events

· Planning and administering all admissions, recruitment and “keeping warm” events
· Organising and running events such as recruitment visits to feeder schools as agreed with the Headteacher and Director of External Relations
· Organising and running events at LAE Tottenham such as Open Events, Futures Mornings, Taster Days and Alignment Consultation Days and others (including transport / access arrangements, catering requests, tracking attendance etc)
· Establishing each year a team of LAE Tottenham Ambassadors, ensuring students are trained and available as required to support internal and external admissions events

Admissions Administration

· To oversee and maintain the online admissions system, ensuring it is used in the most effective way to deliver the highest levels of customer service to applicants and to support the marketing of the school
· Ensure that accurate and relevant records are maintained for admissions and appeals
· Respond to applicant enquiries and queries in a prompt and professional manner, ensuring excellent customer service
· Monitoring and tracking data at every stage of the admissions cycle in order to determine conversion rates and customer satisfaction with every stage of the process
· Working with the Chrysalis East team to proactively recruit local Tottenham students and in particular students from our feeder schools and other groups prioritised in our Admissions Criteria
· Proactively maintaining positive relationships with all feeder schools
· Providing accurate and timely information on the admissions process along with all relevant data and analysing it as requested by the Headteacher
· Working with the Digital Marketing Officer to ensure that all promotional materials, including prospectuses, social media posts, leaflets and website materials represent LAET in the best possible light. 

For further details on the position, please see the sections below for a detailed person specification and the general responsibilities as a member of staff at LAE Tottenham.


Part 1 - Person specification

	Essential professional criteria
	How these will be confirmed

	Qualifications
GCSE English and Maths at A*-C (9-4) or equivalent
A Levels at A*-C or equivalent 
	
Sight of original exam certificates / academic qualifications will be requested

	Knowledge and Experience
Demonstrable experience within an administrative role
Strong organisational skills with the ability to multitask
Relevant experience of being proactive and resourceful
Experience of managing competing priorities
	
There will be opportunities at interview to discuss experiences and examples that demonstrate these. Referees will also be asked about these.

	Personal Skills and Qualities
A strong administrator with excellent organisational skills 
Excellent written and spoken English language skills
Excellent IT skills
An eye for detail
Proactive and strategic
Be self-motivated and enthusiastic about working on one’s own, but also enjoy working in a team
Excellent interpersonal and communication skills
The ability to manage time effectively over an annual work cycle
A belief in the central importance of safeguarding
	





There will be opportunities at interview to discuss experiences and examples that demonstrate these. Referees will also be asked about these qualities.

	Desirable professional criteria
	

	Knowledge and Experience
University graduate
Experience of working with young people in a school or other educational setting
Experience of planning and overseeing events
Experience of overseeing a school admissions process
Experience of marketing, in particular in an educational environment
	



Part 2 – Further information

General responsibilities as a member of LAE Tottenham staff:

· To promote a culture of aspiration for all of our students
· To be supportive and understanding of the differing needs of young people
· To play a full part in the CPD programme, including prior to the start of the academic year 
· To take part in evening and weekend events as appropriate
· To model intellectual rigour and a can-do attitude
· To support an atmosphere of openness and honesty 
· To care for all other members of the school community
· To show a genuine passion for social mobility

Other information
· This job description does not form part of the contract of employment.  It describes the way the post holder is expected and required to perform and complete particular duties.
· The job description is not necessarily a comprehensive definition of the post.  It will be reviewed regularly and may be subject to modification or amendment at any time after consultation with the holder of the post.
· This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so construed.
· This job description may be varied to meet the changing demands of the school at the reasonable discretion of the Headteacher.
· The post holder may deal with sensitive material and should maintain confidentiality in all school related matters.

Part 3 - Recruitment and selection policy statement
We are committed to diversity and inclusion and proactively seek to recruit a diverse staff body.

The London Academy of Excellence Tottenham is committed to the safeguarding and welfare of children and applicants must be willing to undergo child protection screening appropriate to this post, including checks with past employers and the Disclosure and Barring Service.
Please note that this role ‘exempt’ from the Rehabilitation of Offenders Act 1974 and therefore, you are required to declare any convictions, cautions, reprimands and final warnings that are not ‘protected’ (i.e. filtered out) as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013). Further information is available on the school’s website.
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