[image: \\abbey-dc1\AbbeyStaff\OfficeData\Letter headings and Logos\New Logo Feb 2016\HC_Logo_JPEG_72.jpg]Highclare School                        
				                                                       


Admissions Secretary / Administrator
Job Description



Job Purpose:

As a member of the Highclare School support staff, the post holder will be responsible for maintaining the admissions element of the school management information system together with providing general support to the Admissions Registrar.

Duties and Responsibilities:

To take responsibility for the admissions element of the school management information system (SIMS), liaising with the Registrar and SIMS administrator. 

1. Parents related:

· [bookmark: _GoBack]Liaise with parents about admission to the school, making appointments to view the school and for pupils to be assessed, providing regular and personal contact with parents throughout the admission and registration process.
· Undertake all administration involved in the admissions process from enquiry through to the first admission of pupils.
· Liaise with parents regarding the termination of contracts, pupils leaving and forwarding information to new schools.
· Attend all Open Days / events (including those held on Saturday mornings) and record enquiry information electronically as necessary.
· Support marketing of the school to prospective and current parents including attending various other school events as required.


2. Staff related:

· Ensure all pupil information on SIMS is complete by liaising with key school staff as required.
· Communicate information of admissions / leavers to relevant stakeholders on a regular basis.
· Assist the Admissions Registrar in developing and maximising the use of SIMS and other data systems in conjunction with the school ICT staff. 
· Provide accurate and timely information to the Finance Department to ensure that billing information is correct.






3. ICT related:

· Establish, maintain and develop efficient and effective school data processes and systems.
· Undertake SIMS housekeeping to ensure the integrity of the school’s admissions and enquiry data.
· Continually develop automated processes to improve efficiency and effectiveness of admissions processes.
· Ensure all data is appropriately recorded to ensure information can be accessed accurately by other members of the school.
· Up-load and download Common Transfer Files (CTFs) to / from other educational establishments.
· Ensure that all necessary information is produced in a relevant and appropriate format for all stakeholders and is complaint with Data Protection (GDPR) legislation.
· Undertake ad-hoc analysis / reporting as required.
· Liaise with Capita SIMS to ensure the school benefits from the latest developments and manage SIMS specific enquiries through their case management system.
· Be proactive for training opportunities offered by SIP IT (SIMS providers).
· Adhere to the ethos of the school:
· Promote the agreed vision and aims of the school
· Set an example of personal integrity and professionalism.
· Attend appropriate staff meetings and parents’ evenings.
· Carry out other duties as commensurate with grade in order to ensure the smooth running of the school.


The list is intended to be as comprehensive as possible but is not exhaustive.

Highclare School is committed to safeguarding and promoting the welfare of its pupils. There is a legal requirement to provide satisfactory replies to the Disclosure and Barring System.
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