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Admissions Officer
Person Specification

	Competence

	Essential
	Desirable

	Skills 

	
	

	Ability to understand, gauge, and then adapt to, the customer needs – for prospective parents and their children.
	X
	

	High level organisation skills – the ability to manage a number of admissions tasks and a high number of prospective families simultaneously.
	X
	

	The ability to work under pressure during periods of peak activity and work to tight deadlines; systematic in approach to tasks, with attention to detail.
	X
	

	Evidence of a pro-active approach to planning and prioritising work, with the ability to use initiative appropriately.
	X
	

	Able to maintain a high work rate and to juggle a range of tasks and competing priorities.
	X
	

	Excellent command of written and spoken English.
	X
	

	Good telephone manner and ability to deal with callers and visitors in a calm and courteous way.
	X
	

	Sufficient numeracy to deal with statistical data.
	
	X

	5 GCSE’s with grade C or above, including Maths & English
	X
	

	Experience
	
	

	Excellent ICT skills e.g. confident and adept in use of Microsoft applications e.g. Word, Excel and data input.
	X
	

	Experience of customer relationship management databases
	
	X

	Experience of working in either a sales-based role, an admissions role (school or university) or other targeted, customer-facing role
	
	X

	Personal Qualities


	
	

	Excellent interpersonal and communications skills including the ability to relate well to people on all levels with sensitivity, tact and diplomacy.
	X
	

	A high level of personal integrity, with proven experience of handling sensitive situations with complete respect for confidentiality.
	X
	

	An ability to empathise with prospective families and an appreciation that not all parents will be familiar with the norms of the independent sector. An appreciation that the right choice of school is critically important for parents.
	X
	

	Professional but friendly demeanor in relating to all members of the school community.
	X
	


