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Overall Purpose
The Admissions & Attendance Officer is responsible for managing pupil admissions and attendance processes, ensuring compliance with school policies and statutory requirements.  This role also provides essential administrative support to the Senior Leadership Team and liaises with parents, staff, and external agencies to maintain accurate records and promote positive engagement.

Key Responsibilities:
Admissions
· Oversee admissions procedures efficiently and accurately.
· Liaise with the local authority, SLT, and admin staff regarding in-year admissions and new intake for Early Years/Foundation Stage and Nursery.
· Arrange school tours and support parents through the admissions process.

Attendance
· Lead on implementing the school’s attendance and punctuality policy, ensuring procedures are followed.
· Monitor and record daily attendance, working closely with the Bucks Education Welfare Officer.
· Provide SLT and Local Advisory Committee (LAC) with regular attendance data reports.

Parental Engagement
· Manage the Parent Evening booking system, organising biannual meetings and tracking parental engagement.

Finance Support 
· Assist with posting purchase orders and placing orders for SLT and school users.
· Receive goods in the IRIS system and maintain accurate records.
· Collate credit card receipts monthly for submission to the Account Manager.
· Train new budget holders on finance systems and support ordering/invoicing queries.

Skills & Qualifications:
· Strong organisational and administrative skills with attention to detail.
· Excellent communication and interpersonal skills for liaising with parents, staff, and external agencies.
· Ability to work independently and as part of a team in a busy school environment.
· Flexible, hands on approach in a busy, ever-changing school environment.
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 JOB SPECIFICATION
	
	ESSENTIAL
	DESIRABLE
	EVIDENCE

	
QUALIFICATIONS
	
	Some knowledge of Attendance and Admissions procedures.  
	Application Form
Interview 


	
EXPERIENCE
	
	Previous school experience.  Familiarity with safeguarding practices. 
	Application Form
References

	
SKILLS
& ABILITIES
	
Strong organisational skills.
Strong IT skills and experience.

	
Ability to communicate with parents, children, outside agencies and all other customers as necessary. 

	
Application Form
Interview


	
INITIATIVE
	Ability to work independently and as part of a team. Ability to prioritise workload.
	Ability to inform management of any ideas for improving the service or increasing efficiency.
	Application form
Interview

	
OTHER
	Flexible / hands on approach.  
	Ability to adjust working hours to school requirements. 
	Application form
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