Job Description

	JOB TITLE:
	Admissions Assistant

	GRADE:
	Grade E

	POST NUMBER:
	E030300211

	DIRECTORATE:
	Children & Culture

	SERVICE:
	Education - Admissions Service

	RESPONSIBLE TO	:
	Senior Admissions Officer (Coordinated Admissions & Admission Appeals 

	RESPONSIBLE FOR:
	None

	


	Enhanced check required
This post is not politically restricted 

	JOB SUMMARY:	
	To improve access to education and thereby attainment by providing flexible, general administrative support to colleagues, across the School Admissions and School Organisation & Place Planning Services to ensure that these services meet statutory and local duties in a timely manner.

To provide effective and efficient customer support, advice and guidance to families, schools and other stakeholders to ensure that all children are able to access a suitable education.

To be responsible to the Senior Admissions Officer (Coordinated Admissions & Appeals / Children Missing Education and Elective Home Education) for ensuring that service activities are carried out effectively to a high standard and within required timescales.



	ROLE REQUIREMENTS:
	

	1. 
	To provide general administrative support for the Authority’s admission arrangements and schemes, ensuring the delivery of high quality administration in relation to statutory and locally coordinated school admissions, including local area banding concluding with the successful handover of waiting lists to the in-year team and where necessary, referrals to the CME team

	2. 
	To provide general administrative support for the Authority’s statutory duties in relation to on/off-rolling, Children Missing Education, Elective Home Education and Transport Assistance 

	3. 
	To provide administrative support in relation to medical/social applications, out of cohort requests, independent admissions appeals, fraudulent applications and FAP/Hard to place, including collating the necessary documentation

	4. [bookmark: _Hlk122352465]
	To log, file and respond to all correspondence efficiently and accurately, allocating/escalating to teams as required

	5. 
	To answer and respond to incoming enquiries and provide proactive and responsive outgoing calls, emails and messages

	6. 
	To support with the development and maintenance of Operations Manuals and other resources to support operational delivery of a high achieving School Admissions Service

	7. 
	To enter/import data accurately and efficiently onto systems and databases and file application forms and related documentation appropriately, ensuring that all relevant information is captured and recorded, 

	8. 
	To support with reporting, data gathering/checking, updating and cleansing exercises with Admissions Officers.

	9. 
	To maintain an up-to-date knowledge of the statutory regulations and the Authority's own policies and protocols

	CORPORATE RESPONSIBILITIES
	

	10. 
	Actively contribute to the council’s priorities and outcomes in a way that promotes a ‘one organisation’ approach.

	11. 
	Develop and maintain positive relationships with colleagues, stakeholders and communities to ensure the council and the directorate strategic priorities are effectively implemented.

	12. 
	Promote equality among all staff and ensure that services are delivered in a non-discriminatory way, that is inclusive of all disadvantaged groups.

	13. 
	Support organisational change and learning, following and implementing appropriate systems of self-development, communication and engagement, quality measures, monitoring and review in delivering the functions of the role.

	14. 
	Promote sustainability, including encouraging a culture of innovation and accountability amongst all council staff.

	PEOPLE
	[This should detail those aspects of that require contact and interaction with other individuals, either within the council and/or in outside organisations, and the intended outcome of this]

	15. 
	To provide advice and guidance to stakeholders, to ensure that all children are able to access a suitable education. This support may include face to face, virtually eg Teams , over the telephone, by email and social media and web chat. To refer and escalate complex cases as necessary

	FINANCE
	N/A

	SERVICE
	[This section will include requirements that the job holder may have in respect of quality assurance, continuous improvement, and the efficiency of the service]

	16. 
	To work to corporate and locally agreed service standards, eg office and phone rotas, call handling standards and scripts, email response times, written templates and inputting data onto systems

	17. 
	To carry out regular out checks of own work to ensure accuracy 

	18. 
	To support with the annual review of services as part of a program of continuous improvement

	19. 
	To implement administrative processes and procedures, as advised by senior staff that consistently deliver service objectives, to ensure that processes stand up to external scrutiny and internal audit

	PERFORMANCE
	[This section needs to list the specific targets that are required to be met by the post holder and how these will be achieved]

	20. 
	To provide general administrative support that ensures that the School Admissions and School Organisation & Place Planning Services’ activities meet statutory, Pan London and locally agreed duties, responsibilities and timescales. 

	21. 
	To meet individually determined targets for administrative tasks including higher short-term targets around census dates, in-year transfer rounds and National Offer Days



OTHER CONDITIONS: 

To maintain personal and professional development to meet the changing demands of the job and participate in appropriate training/development activities including the council’s ‘My Annual Review’ scheme. 

Ensure that all duties and responsibilities are discharged in accordance with the council’s policies and procedures, Code of Conduct and relevant regulations and legislation. 

To comply with the council’s equal opportunities and diversity policies ensuring anti-discriminatory practice within the service area.

To undertake additional duties that may arise from time to time commensurate with the grade of the post.



Person Specification
	Person Specification for the Post of
	
	
Essential (E)
or
Desirable (D) (if applicable)

	
Method of Assessment
A= Application Form
T= Test
I= Interview

	Knowledge


	Demonstrable up to date knowledge of current legislation and statutory procedures relating to school admissions and appeals and fair access 

Demonstrable knowledge of the range of services provided by Children’s Services

	
D





D





	
A





A



	Qualifications
& Experience
	Evidence of experience of administration within busy customer focused, front line services including office procedures and systems 

Evidence of experience of dealing sensitively, confidently and confidentially with the public and/or customers.

Evidence of a good standard of general education, in particular good literacy, numeracy and IT skills. Willingness to undertake/implement further training as required.

Evidence of good organisational skills and the ability to work independently, prioritise own workload ensuring deadlines are met.

Evidence of a clear ability to work under pressure, to meet deadlines and to manage a demanding workload
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	Living the TOWER Values sets out the essential behaviours required of all staff.
	
	They are aligned to the organisation’s five TOWER Values
	

	We work TOGETHER across boundaries and with partners to achieve the best outcomes for Tower Hamlets

	Developing Networks
Has an understanding of the work of other teams that they work with.

Contributing towards a better place to work
Looks for ways to help build team spirit and work effectively with other team members
	D
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	A/I/T




A/I/T


	We are OPEN and transparent

	Listening, asking & coaching
Uses effective listening and questioning techniques to understand the needs of others

Communicating clearly
Shares relevant information, in a way, that is easy to understand

	E






D
	A/I/T






A/I/T


	We are WILLING to challenge, innovate and be accountable

	Being accountable
Takes accountability for delivering own work and contributing to that of team

Improvement & Innovation
Willingness to listen and try something new to achieve better outcomes
	E
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A/I/T



	We empower each other to be EXCELLENT and go the extra mile

	Being empowered
Does work, within own area, without being asked or told to do it, because they can explain the difference they have made

	E
	A/I/T


	We RESPECT all communities, they are the heart of everything we do

	Understanding our customers needs
Listens to customers and take time to understand their point of view.

Respecting diversity and being inclusive
Is polite helpful and inclusive towards people from our diverse community.
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	Additional Requirements
	(Examples provided below) 

To meet exceptional business needs a willingness to work outside of contractual hours in the evenings and weekends with notice, unless there is good reason where this is not possible.

A satisfactory attendance record (normally less than 5 days absence in a year) but taking into account individual circumstances.

Willingness and ability to take annual leave during school holidays; exceptional circumstances may be negotiated with senior management. 

To comply with the requirement to carry out a DBS check on this role. 
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