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	JOB DESCRIPTION


	Form
JD1

	JOB TITLE: School Admissions Officer


	POST NUMBER:  

	REPORTS TO:
	School Admissions Manager



	DEPARTMENT: Education Support Services
	Grade: 6

	JE REF:
	0006
	PANEL DATE:
	22/03/2022


	1.
	MAIN PURPOSE OF JOB

· To support the delivery of all children’s school admission arrangements and education support services within the City of York area. 

· Ensure that school admission allocations are compliant with the statutory School Admissions Code and school admission arrangements.



	2.
	KEY TASKS:



	
	i.
	To assist in the effective running of the co-ordinated admission arrangements for Reception, Year 3 and Year 7 admissions within the City of York which would mean having a working knowledge of all school admission legislation and guidance.

	
	ii.
	To assist in the effective running of the co-ordinated admission arrangements for in-year admissions for all primary and secondary schools within the City of York.

	
	iii.
	To ensure all pupils within the City of York have the offer of a school place in accordance with the School Admission Code 2021 and the community schools, VA schools and MAT schools admissions policies.   

	
	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 contributing on an annual basis the Guide for Parents and to ensure the CYC website is regularly updated.  

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

	
	vi.
	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, telephone and email contact.

	
	vii.
	To assist with systems administration for the School Admissions IT System. 

	
	viii.
	To assist with obtaining key information from schools regarding pupil numbers on roll, pupil spaces within schools and pupil movement forms to maintain accurate school information.

	
	ix.
	Collation of key information to assist with the Fair Access Protocol meeting including behaviour and attendance information.

	
	x.
	To assist with Education Support service functions including educational benefits.

	
	xi.
	To provide the Transport Manager with details of pupils eligible for home to school transport following school place allocations for Reception, Year 3 and Year 7 annual national offer day in like with the relevant transport policy.

	3.
	SUPERVISION / MANAGEMENT OF PEOPLE

No. reporting
Direct: 0

Indirect: 0

Although the post has no direct supervision/management of people, the post holder will need to work closely with colleagues within the Education Support Services, Business Support and Business Intelligence team. 



	4.
	CREATIVITY & INNOVATION

With significant budget saving reductions required the post holder will be encouraged to participate in finding creative solutions for delivering a best value service.

Some of the work is regulated by statutory requirements, but the post holder is expected to develop an excellent knowledge of these key services while keeping up to date with admissions legislation and guidance. The post holder will need to exercise creativity and innovation in solving difficult cases.
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 and hard to reach families. They will need to show initiative in trying to engage them by looking at different options including improving and adapting communication channels.


	5.
	CONTACTS & RELATIONSHIPS

Internal 

· Reports directly to the School Admissions Manager 

· Directorate Management Team

· Elected Members

· Key relationships with both Children, Education and Communities managers and staff and other directorate team members. This will include social workers, education psychologists, SEN, Danesgate staff 
· Adult Services staff 
· Schools including head teachers, SENCO’s, Pastoral staff and admin staff
· Finance, Procurement, Legal and Teams.
External  

· Depart for Education, Education Funding Agency, Regional Schools Commissioner – providing information requested
· Multi Academy Trusts and their representatives- liaising to decide and confirm admission allocations and confirming school organisation information
· Parents/Carers – providing information advice and guidance regarding the admissions process and decisions for allocations made
· Pupils

· Other LA’s – exchanging admission and allocation information
· Other education institutions

· Adult care – training and providers

· Government Departments DfE, EFA, RSC and Dft)



	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.   
· 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 must be taken quickly to ensure education assistance is provided.

Consequences:
· By delaying decisions children may not get a place in school.
· Customers may not get benefits they are entitled to.
· Decisions and challenges may result from Independent and Member Appeals Panels, Ombudsman or school adjudicator. 
· Delays or allocation errors can lead to failing in their LA statutory duty which would have significant reputational consequences.


	7.
	RESOURCES – financial & equipment
(Not budget, and not including desktop equipment.)


Description
Value

None



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

Work demands  

· Pressure caused by competing deadlines and unplanned demands which can be weekly to meet demand and also when approaching National Offer dates  
Physical demands

· No specific physical demands

Work conditions

· Hybrid working which will involve working between home and a City centre office location within the Education Support Service. 
Work context

· Potential exposure to abusive and difficult customers.  


	9.


	KNOWLEDGE & SKILLS

· experience of working within a school admissions team or transferable experience
· have a working knowledge of school admissions legislation and guidance
· the ability to interpret complex legislation and guidance around admissions.
· have excellent IT skills and have experience of using MS Office, GIS and specialist IT packages;

· 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 provide and 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







 Head of Education Support Services (Grade 12)





School Admissions Manager (Grade 10)





Directorate Support Officer School Admissions x 2 (Grade 7)
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