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ALTRINCHAM GRAMMAR SCHOOL FOR GIRLS

ADMISSIONS OFFICER
0.8 Part-time, Term Time Only (plus 5 extra days)

Permanent
Salary scale SO1 (points 29-31) £25,951 per annum pro-rata – Actual salary £17,778 per annum 
Required from January 2018
The Bright Futures Educational Trust (BFET) is a partnership of schools based in the North West.  There are currently eight schools within the Trust. Our values of hard work, passion and integrity are at the heart of everything we do.

BFET is committed to providing all staff with the training and support they need to be the best in their profession. Benefits include: working cross-phase, knowledge exchange between our schools, opportunities for international travel and the opportunity to work with some of the most inspiring colleagues in their profession.

Altrincham Grammar School for Girls (AGGS) was in the first cohort of schools to be designated a National Teaching School in 2011. AGGS is the lead school in the “Alliance for Learning”. Our teaching school alliance comprises schools of every type and phase, plus universities, throughout a wide geographical area.  The impact of teaching school activities is felt within the Trust and far beyond.  We have a reputation for excellence regionally and nationally, of which we are very proud.
Due to the retirement of the present post holder, we are seeking to appoint a highly organised and flexible individual, with well-developed communication skills and the ability to work well under pressure, to take on the role of Admissions Officer as part of our associate staff team.

Main Responsibilities
· To ensure the efficient and accurate organisation of all aspects of the school’s admission arrangements and processes.

· To implement the published admissions fairly and honestly at all times and work with the Principal and Governors to develop the policy in line with local needs and national requirements.

· To be responsible for the administration of admissions relating to Years 7 to 11 and to liaise with the Examinations Officer regarding the administration of admissions relating to the Sixth Form.
· To act as appeals administrator, supporting the work of the Clerk to the Appeals Panel.
The Admissions Officer reports to the Principal and is line managed by the Assistant Vice-Principal responsible for Achievement and Curriculum.

Key Areas of Responsibility
· To have a comprehensive knowledge of the Schools Admissions and School Appeals Codes and to apply the content of the codes to our internal processes, including the schools admissions policy, adhering to DfE and OSA guidelines and timetables;
· To attend the governing body Admissions Committee meetings both internal and external to report on all aspects of admission and allocation processes to both the Principal and the Governors;
· To record admissions data and statistics for the Principal’s Report, entrance examinations, application statistics, primary school trends, review statistics and appeals data;
· To maintain the school roll, including the updating of student information;
· To liaise with local authorities regarding co-ordinated admissions and the school’s allocation process;
· To liaise with local schools regarding co-ordinated admissions and the entrance examination;
· To compile rankings as a result of examinations and to co-ordinate on all aspects of allocation and matters relating to applications and offers;
· To manage all aspects of school admission enquiries, liaising with other internal and external sources when required;
· To liaise with the Examinations Officer on matters relating to the entrance examination;
· To transmit entrance examination results to parents and manage feedback;
· To arrange advertising related to all admissions, attend open evenings and maintain the admissions section of the school website;
· To arrange advertising relative to changes in school policy relating to admissions;
· To be responsible for arranging, co-ordinating and managing the appeal process in line with the School Appeals Code, including legislation, appeal panel training, collating of evidence;
· To maintain the waiting list and manage the testing of in-year applicants (including invigilation).
Additional Administrative Duties: 
· To assist the AVP (Achievement & Curriculum) in other administrative duties and responsibilities commensurate with the level of responsibility of the role.
Resource Management
· To liaise with the Principal and the Business and Finance Manager in agreeing the annual budget for admissions expenditure; 
· To monitor and control admissions budget expenditure, including expenditure on the entrance exam, to ensure the efficient and effective deployment of resources. 
Training and Development
As a Teaching School, we are committed to the professional development of all staff.  The Admissions Officer will participate in the school’s appraisal arrangements and an experienced reviewer (Line Manager) will be appointed to assist in the Admissions Officer’s development.

Probationary period

Your appointment is subject to a six month probationary period.  At the end of this period, providing your service has been satisfactory, your appointment will be confirmed.  If your service is not satisfactory your employment may be terminated within the probationary period.  The school requires six weeks written notice to resign from the post.

Please return your application to Mrs C Williams at the school by midday on Monday 30 October 2017.  Interviews are to be held as soon as possible after the closing date.  Applicants who are not contacted during this period may assume that they have not been successful but are thanked for their interest.  Unfortunately, we are unable to provide feedback to unsuccessful applicants who are not called for interview.

Please note that due to equal opportunities and safeguarding regulations, applications will be accepted by application form only.  Please do not send CVs.  Supporting documents/letters of application are welcomed.
ADDITIONAL INFORMATION
Further information about the school and the most recent OFSTED inspection are available from the school’s website.

BFET is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.  Any successful applicant will be required to undertake an Enhanced Disclosure check by the Criminal Records Bureau.  This post is exempt from the Rehabilitation of Offenders Act 1974
Person Specification

	
	Essential
	Desirable

	Qualifications

Education

Training
	GCSEs (or equivalent) with grade B or above in English.

	First aid qualified

	Relevant Experience
	Experience of office or administrative work.


	Experience in a school environment.
Experience of school admissions.

	Knowledge, Skills, Abilities
	Detailed knowledge of school and national admissions structure and process.
Principles of admissions timetable planning.
High level of attention to detail and accuracy.
IT literate, particularly in Microsoft Office components such as Word and Excel 
Health and safety issues as they relate to this particular environment.
Safeguarding requirements for working with children.
A good telephone manner.

The ability to work efficiently at speed.

The ability to be self-motivating.

The ability to work under pressure.

The ability to prioritise.

Excellent organisational skills.

Excellent written and oral communication.
Accurate use of English grammar, punctuation and syntax.
High skill level in proof reading skills.
	Knowledge of SIMS or equivalent


	Safeguarding
	Commitment to demonstrating a responsibility for safeguarding and promoting the welfare of young people.

CRB clearance.
	

	Personal qualities
	Flexibility and adaptability.

Self-confidence and the ability to deal with difficult situations.

Willingness to take the initiative.

A thorough, meticulous approach to all tasks.

Smart, professional appearance.

Positive outlook.

Ability to show tact and discretion and preserve confidentiality.

Commitment to further training and development.

A genuine commitment to improving the quality of provision for pupils in our school.

Willingness to represent the school.
	


