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Job Description
Admissions Officer

Carshalton Boys Sports College | Human Resources | Confidential

SECTION 1 — JOB DESCRIPTION

Post Overview

I

Job Title Admissions Officer

Grade/Scale APT&C Scale 5/6, Points 11-20 £28,348-£32,335

Reporting To Associate Assistant Principal - Attendance

Hours 36 Hours, Term Time+2 (10 days), Permanent Contract (subject to 5 month

probation), worked between 8am-4pm with a 45 minute break

Core Purpose Administer the school’s student admission processes, under the guidance of

the SMT, liaising with external agencies/individuals as required

Key Duties

Administer the school's admission processes for Years 7 to 11 in accordance with the School
Admissions Code, the School Admission Appeals Code, and the Local Authority's coordinated
admissions scheme, under the guidance of the SMT.

Act as first point of contact for admissions enquiries, providing accurate advice to parents/carers on
policy, deadlines, and procedure.

Lead on the administrative processes for transition and admissions, ensuring timely and accurate
communication with parents, collecting admissions data, liaison with previous schools and liaising
with the Borough to maintain admissions numbers.

Process in-year admission applications and maintain accurate, up-to-date waiting lists for all year
groups on the local authority's system (SAM), in line with the published admissions criteria.

Manage the transfer of pupil records via Common Transfer Files (CTF), ensuring BROMCOM is updated
with accurate student information at the start of each academic year and whenever pupils join or
leave.
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Under SMT guidance, process pupil removals in BROMCOM, notifying the Local Authority within
statutory timescales and transferring pupil files to receiving schools, in line with safeguarding and
"Children Missing Education" requirements.

Support the admissions appeals process by liaising with SMT and the independent Clerk to arrange
appeal hearings, ensuring all required papers and evidence are submitted within the statutory

timetable set out in the appeals regulations.

Support admissions events, including Open Evenings/Afternoons, school tours, and Year 7 induction
days, liaising with the Administration Team as required.

Ensure the school website's admissions and appeals information is reviewed and updated annually to
meet statutory publication requirements.

Monitor changes to admissions legislation and the School Admissions Code, ensuring school practice
remains compliant, and flag any required policy updates to SMT.

Produce reports and analysis of admissions data as requested, to support SMT planning and decision-
making.

Assist the Attendance team as and when required

MAIN (CORE) DUTIES

Safeguarding & Care

Be fully aware of, understand and carry out duties in accordance with the school’s policies and
procedures relating to Child Protection, health and safety, confidentiality, and data protection and
specifically in accordance with ‘Keeping Children Safe in Education’, September 2022 and report all
concerns.

Establish good relationships with pupils, acting as a role model and being aware of and responding
appropriately to individual pupil’s needs.

Develop and maintain effective and positive working relationships with all staff, parents/carers and
the wider community.

Participate in training and other learning activities as required and attend appropriate professional
development courses as identified through post-holders training needs analysis.

General Administration

To ensure that all information is scanned and attached to the students BROMCOM record.

Support the admin team as required.

Working with colleagues and other relevant professionals

Monitor and keep accurate records of support for feedback.
Communicate effectively with other staff members and pupils under the direction of the AAP.
Collaborate and work with colleagues and other relevant professionals within and beyond the school.

Develop effective professional relationships with colleagues.
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Staff Development / CPD

e Take part in the school’s staff development programme by participating in arrangements for further
training and professional development.

e Continue personal development in the relevant areas including subject.
e Engage actively in the Performance Management Review process.
e Work as a member of the school community to contribute positively to effective working relations
within the school.
Management Information

e Maintain appropriate records and provide relevant, accurate and up-to-date information for MIS,
registers, etc.

e Complete the relevant documentation to assist in the tracking of students.

Communications
e Where appropriate, communicate effectively with the parents of students as appropriate.
e Where appropriate, communicate and co-operate with persons or bodies outside the school.

e Follow agreed policies for communications in the school.

Marketing and Liaison

e Represent the department and school at events including Open Evenings, Parent Evenings and liaison
events with other schools.

e Cultivate and maintain professional links with external agencies to enhance subject delivery.
e To assist with students on educational visits and participate in extra-curricular activities as required.

e Invigilate school and public examinations and tests as required.

Professional Duties & Compliance

e Champion the school’'s We Believe principles and set a positive professional example for staff and
students.

e Ensure that all students are protected from harm and that any concerns regarding a student’s safety
or well-being are reported immediately in accordance with the school’s Safeguarding and Child
Protection policy.

o Adhere to safety policies and conduct risk assessments as required.
e Commit to ongoing personal and professional development.
e Operate within Equality and Diversity guidelines.

e Comply with school’s policies which are regularly updated and are available on Google Drive shared
area.

Additional Information

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual
task undertaken may not be identified. You may be required carrying out additional duties, as the Principal/(s)
may reasonably request from time to time.

Staff have a high degree of responsibility for the safety and wellbeing of children and young people.
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Staff will be expected to comply with any reasonable request from a manager to undertake work of a similar
level that is not specified in this job description.

Staff are expected to maintain a courteous, welcoming environment for colleagues and visitors alike.
The school is committed to making reasonable adjustments to support disabled applicants and employees.

This job description is subject to review based on the school’s needs and may be amended following
consultation to reflect changes in the role.

Signed:
Print Name:

Date:
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SECTION 2 — PERSON SPECIFICATION

Admissions Officer

Qualifications and Training

At least five GCSE’s or equivalent (including C/5 grade in Maths & X
English)

First Aid Trained X
EXPERIENCE AND KNOWLEDGE

Experience of school admissions or in an administrative role covering X
complex administrative work.

Knowledge of the School Admissions Code and local authority X
admissions procedures.

Knowledge of school appeals procedure X
Extensive knowledge of BROMCOM X
Extensive knowledge of Microsoft Office X
Experience of managing a busy workload, conflicting demands and to X

work to tight timescales
Skills and Abilities
Excellent interpersonal and teamwork skills X

Excellent communication skills and able to deal with a variety of people X
sensitively, empathetically and, when necessary, assertively

Develop and maintain positive working relationships with colleagues, X
and managers.

Demonstrate the ability to work as part of a team under the direction of X
the AAP

Self-motivated and ability to use initiative X
Ability to establish positive expectations of pupil behaviour. X
Personal

A diplomatic and patient approach. X
Able to appropriately deal with confidential information/situations X
Efficient and meticulous in organisation. X
Awareness of sensitivity and confidentiality issues and the commitment X
to deal

Other
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Commitment to working within CBSC Safeguarding Policy & Procedures X

Commitment to high standards and expectations X

High levels of Professional integrity energy and enthusiasm X



