
 Job Description for Admissions Officer/ Head Teacher’s PA 

 Admissions 
 To be responsible for every aspect of the admissions procedure and contacting and 
 keeping in communication with prospective parents; 
 To keep accurate records of all admission enquiries to the school and keep the 
 school’s MIS system up to date for all prospective and current pupils; 
 To keep accurate records of all potential pupils on reserve lists for each year group 
 throughout each school year; 
 To understand and implement the schools admission process and observe deadlines 
 for each year’s admissions; 
 To liaise effectively with the Head Teacher and other office staff regarding admissions 
 procedures. 

 HR 
 To support the Head Teacher in all aspects of recruitment and liaise with publications 
 to ensure accurate information presented to prospective candidates; 
 To keep records of all potential candidates applying for positions to the school; 
 To keep accurate and up to date files of all previous candidates for any future 
 vacancies; 
 To communicate with all potential candidates through all stages of the recruitment 
 process; 
 To seek references and DBS checks for all successful candidates and ensure these 
 are in place before commencement of contract; 
 To ensure that the central register is always up to date and procedure is followed 
 when new staff join the school; 
 To ensure that all staff records are kept up to date and stored securely; 
 To ensure all staff are inducted properly to the school and are given the staff 
 handbook 
 To ensure the staff handbook is up to date and be responsible for checking review 
 dates of non-curricular policies; 
 To liaise with Head Teacher to ensure all staff training in CP is up to date. 

 Health and safety 
 To take chief responsibility for Health and Safety in the school and maintain accurate 
 records of all issues and make regular (half termly) HS inspections, reporting back to 
 Head Teacher; 
 To ensure any issues identified are actioned immediately or as soon as is reasonably 
 possible and the appropriate staff are informed as well as Head Teacher; 
 To ensure that fire extinguisher training is up to date for all staff; 
 To ensure that first aid training is up to date for all staff 
 To complete annual risk assessments for all areas of the school, including all 
 common areas, external areas and kitchen; 
 To check all annual risk assessments completed by staff and to keep accurate 
 records; 
 To complete daily checks on all emergency lighting and fire alarm light; 
 To complete weekly fire alarm checks with school secretary 
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 PA 
 To keep Head Teacher’s appointments up to date and ensure they are accurately 
 reflected in the electronic diary; 
 To make appointments on behalf of the Head teacher and ensure effective 
 communication to and from outside agencies; 
 To ensure the school diary is consistently up to date and reflects the electronic diary; 
 To take minutes of meetings as required by the Head Teacher; 
 To draft letters for Head Teacher and to send out any requested efficiently and in a 
 timely manner; 
 To manage appointments made by stakeholders/ outside agencies with Head 
 teacher; 
 To be directly responsible to Head Teacher for any other reasonable duties in relation 
 to role; 

 Finance 
 To perform basic finance functions; 
 To obtain competitive quotes for travel and liaise with Head teacher/Teachers/School 
 secretary in relation to these 
 To work closely with the school’s accounts manager in relation to invoicing and 
 ensure all school fee invoices are accurate 
 To calculate club payments for staff and costs to parents 
 To calculate costs for sport to ensure these are accurate and sent to accounts 
 manager in advance of the term; 

 General 
 To ensure that as first point contact for the school the office is efficiently run, in all 
 aspects, including: telephone communication/ letter and email communication/ face 
 to face communication and presents the right image to stake holders and third 
 parties; 
 To manage the school’s MIS and ensure it is accurate and up to date at all times; 
 To be responsible for ensuring school secretary carries out duties efficiently and 
 effectively and to oversee any communications from school secretary to parents; 
 To oversee management of school supplies and ordering of resources to ensure that 
 these are well stocked and within budget for a range of areas; 
 To liaise with all staff in relation to office matters and ensure effective communication 
 throughout the building on a daily and more long term basis; 
 To organise transport for outings and oversee all communication relating to trips, 
 including RAs and teacher letters; 
 To arrange all sports venues and other regular/ necessary venues at least one term 
 in advance on behalf of staff and to communicate confirmed bookings to the relevant 
 staff; 
 To be responsible for arranging annual events, including all related administration 
 and liaising with staff and other third parties as required; 
 To be available for events such as Parent Consultations 
 To be responsible for the school secretary as line manager; 
 To ensure all school and vehicle insurances are maintained and checks are carried 
 out regularly on the school minibus. 
 To carry out any other secretarial or other duties, as reasonably requested by the 
 Head teacher. 
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