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	JOB DESCRIPTION


	Form

JD1

	JOB TITLE:  Directorate Support Officer - School Admissions
	POST NUMBER:  1100AHD (ESSBS222)

	REPORTS TO (Job Title):  


	School Admissions and Community Transport Manager

	DEPARTMENT:   School Services & Business Support
	GRADE: 7

	JE REF:
	2575
	PANEL DATE:
	150311

	1.
	MAIN PURPOSE OF JOB

· To support the delivery of all school admission arrangements and education welfare benefits within the City of York area. 

 

	2.
	KEY TASKS:



	
	i.
	To ensure the effective running of both the co-ordinated admission arrangements and in-year admissions (fair access protocols) for all primary and secondary schools within the City of York which would mean having knowledge of all school admission legislation and guidance.

	
	ii.
	To ensure all pupils within the City of York have the offer of a school place in accordance with both the Local Authority’s and VA school’s admissions policies.   

	
	iii.
	To be systems administrator for the School Admissions IT System which will include maintenance, upgrade and development. 

	
	iv.
	To ensure all appropriate parties, particularly parents/carers are aware of processes, procedures and closing dates and have access to appropriate information. This will include producing on an annual basis the Guide for Parents and to ensure the CYC website is regularly updated and all secondary school open evenings are attended.  

	
	v
	To assist in the preparation all appropriate paperwork for school admission appeals. 

	
	vi.
	To ensure that those education welfare benefits offered by CYC are publicised, made easily available and are delivered.  That the administrative process to support them are speedy, cost effective and deliverable.   

	
	vii.
	To promote and support high quality customer support including the use of self-service, supporting the extended use of the customer contact centre through both face-to-face and improved telephony.

	
	viii.
	To provide back-office support, advice and oversee the administrative functions for school exclusions, elective home education, local education charitable trusts, work permits and performance licences

	
	ix.
	To assist in the preparations of reports for elected members, senior management, Behaviour and Attendance Partnership and the Local Admissions Forum. 

	
	x
	Supervise and monitor the Admin Assistants to ensure protocols, performance standards and training programmes are delivered to a high standard.

	
	xi.
	To substitute for line manager and colleagues when appropriate.

	3.
	SUPERVISION / MANAGEMENT OF PEOPLE

No. reporting -  

Direct: 
2

Indirect          6



	4.
	CREATIVITY & INNOVATION

Some of the work is regulated by laid down procedures, but the post holder is expected to develop an excellent knowledge of these key services. Despite the regulation there is still scope for discretion and the post holder will need to be creative and innovative in solving difficult cases. This will include influencing, looking at alternatives and research particularly around school admissions and exclusions. 

The post holder will need to be creative in ensuring all customers engage in the school admissions and education welfare benefits in particular those most vulnerable families. They will need to show initiative in trying to engage them by looking at different options including improving and adapting communication channels.

School admissions and exclusions are high profile areas of work and expectations on Local Authority’s are high. There is a high degree of challenge required in this post to ensure schools engage with the LA in providing fair policies around admissions and exclusions.



	5.
	CONTACTS & RELATIONSHIPS

Internal 

· Reports directly to the Manager (School Admissions and Community Transport)

· Key relationships with Adults, Children and Education managers and staff and other Directorate teams members. This will include social workers, education psychologists, SEN, Behaviour specialists 
· Contact with schools including head teachers, other SLT, pastoral staff and school admin staff
· Contact with Finance colleagues to resolve budget issues.
External  

· Parents/Carers

· Other LA’s to co-ordinate admissions

· Other schools and education institutions other than those in the City of York schools

· Department for Education and Department for Work and Pensions staff

· Elective Home Education Consultant

· Education Charitable Trusts representatives

The nature of some of these contacts and relationships will include giving advice on the appropriate legislation and guidance. They will also include assessing facts and data, evaluating information as well as fact finding before making decisions on whether to allocate school places or negotiating and influencing when discussing cases with schools and other Local Authority’s.

Good communication is essential to the role and good relationships with all stakeholders is required to ensure the smooth running of the school admissions process

	6.
	DECISIONS – discretion & consequences

Discretion:

· Decides on own workload priorities.

· Some problems are not routine despite legislation and well-established guidelines. This means sometimes the outcomes are not straightforward and the post holder will need to weigh up conflicting responses. 

· Will be authorised to check applications and offer, issue or refuse.   Will be authorised to issue vouchers and permits.

· Uses discretion and confidentiality when dealing with face to face, telephone or written queries from colleague, schools, parents and residents.

· Decisions relating to most areas of work e.g admissions and exclusions must be taken quickly to ensure education is provided and both national and local deadlines are met. 

Consequences:

· By delaying decisions children may not be in school.
· Customers may not get benefits they are entitled to.
· Parents/carers make ill informed decisions and challenges may result from Appeals Panels, Ombudsman etc.  


	7.
	RESOURCES – financial & equipment

(Not budget, and not including desktop equipment.)


Description
Value



	8.
	WORK ENVIRONMENT – work demands, physical demands, working conditions & work context

Work demands  

· Can be pressure caused by competing deadlines and unplanned demands
Physical demands

· No specific physical demands

Work conditions

· City centre office location within the School Services and Business Support Team  

Work context

· Occasional exposure to abusive and difficult customers.  

	9.


	KNOWLEDGE & SKILLS

Essential:

· the ability to interpret complex legislation and guidance around school admissions, exclusion and other education issues;

· have a working knowledge of school admissions legislation and guidance;

· had recent experience of working within a school admissions team 

·  have excellent IT skills and have experience of using MS Office, GIS and specialist IT packages;

Desirable:

· the ability to understand and analyse statistical data;

· possess a good level of listening, interpersonal, counselling and oral skills;

· to be fully committed to ensuring the development and delivery of a customer focused service;

· have the ability to make decisions based on logical assumptions;

· have evidence of negotiation skills;

· to able to present written information to senior officers 
Ability to converse and provide advice and guidance to members of the public, in spoken English, to Common European Framework of Reference for Languages (CEFR) - level C1 - Effective operational proficiency or advanced - Can express him/herself fluently and spontaneously, almost effortlessly. Only a conceptually difficult subject can hinder a natural, smooth flow of language.


	
	Position of Job in Organisation Structure
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 Head of School Services and Business Support





School Admissions and Community Transport Manager





Fleet Manager





This Post





Drivers and Escorts 








Administrative Assistants x 8
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