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Job Description and Person Specification Profile

	Job Title
	Pupil Support Officer

	Job ID
	E43

	Service
	Access

	Grade
	C

	Reporting to
	Fair Access Manager



	The Role

	To provide effective and efficient administrative support for the School Admissions Team by operating the in-year transfer scheme to support pupils moving schools and starting Reception and Year 7. Preparing accurate information for school appeals and exclusions.  Actioning waiting lists and validating information for use on excel spreadsheets and mail merges. Using interpersonal skills to liaise with parents and schools. 
Main Duties and Responsibilities include:

· To develop good relationships with key contacts internally and externally to forward the strategic aims of the organisation and provide a communication service including processing mail and updating the website to enable efficient communication.

· To provide first line support to both internal and external contacts, ensuring queries are addressed immediately, answering simple queries and using judgement to identify potential solutions to issues and taking corrective action.

· To be provide an efficient administrative service which may include diary management and travel arrangements, minute taking, composing letters and drafting reports, preparing statistical information, preparing presentation slides and scanning and photocopying to ensure a professional and consistent support service.

· To implement the coordinated admission scheme by operating the in year transfer scheme including identifying pupils who may be hard to place and referring them to the Fair Access Officer, operating waiting lists for school places and allocating places as they become available and identifying Children Missing Education and referring them to the tracking officer.

· To assist with school admissions including the allocation of primary and secondary school places, assisting with publicity for school open evenings and admission to schools, to work with officers to identify oversubscribed schools.

· To assist with the administration of support for pupils through the provision of statutory and discretionary grants and benefits including measuring walking distances and issuing zero fare bus passes.

· To ensure accurate recording of data on manual and computerised information systems and respond to requests for information from such systems including importing migration reports from schools.

· To attend meetings and school open evenings as required.

· To participate in planning and developing of services and participate in staff training programmes.

· To fully comply with Council policies and procedures, particularly equal opportunities, customer care, security, work standards and the promotion of the Council’s core values

· To undertake such other duties as reasonably correspond to the general character of the post and its level of responsibility.

The duties may vary from time to time without changing the nature of the post or the level of responsibility, and the post holder may also be required to carry out any other duties appropriate to the grading of the post. 




	About You

	Your essential qualifications

· Educated to GCSE standard in English and Maths (or equivalent)

Your essential skills, knowledge and experience

· Wide range experience of general office tasks – filing photocopying etc
· Excellent interpersonal skills including good written and spoken communication and the ability to forge relationships and work in partnership with others 
· The ability to work under pressure and to tight deadlines
· Good knowledge and experience of using IT management systems and Office applications
· Good self-motivation with the ability to motivate others
· Knowledge of school practices and processes for admissions and transfers
· Demonstrable ability to influence and achieve conflict resolution
· The ability to work as a member of a team
· The ability to manage own workload
· Sensitivity, understanding and awareness of different customer groups 
· The ability to think creatively and develop innovative solutions to problems
· Clear understanding and commitment to equalities, inclusion and access issues

If you have the following experience or qualifications – then that’s great!

· NVQ Level 2 – Business and Administration
· Previous experience with Children’s Services or experience in a related environment
· Good customer focus to ensure responsiveness and a commitment to achieving satisfaction, quality and excellence




Our employees’ skills, experience and knowledge are essential to our success along with their happiness, commitment, enthusiasm and motivation to be the best they can be.

	What can you expect from us?
· A fair salary and benefits
· Opportunities for good health and wellbeing
· Help you to grow, develop and to do your best
· Enable you to be creative and innovative
· Fully involve you in changes that affect you and your work
· Listen, and act on your ideas and feedback
Working together, we are proud to work for Tameside



Our STRIVE values underpin our practice and behaviours and are at the heart of everything that we do:
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We work in a supportive
environment and actively
encourage supporting each other
to bring about innovation,
improvement and sustainability.
Good health and wellbeing is
important to all of us.

We relate
to others in
ways that we
want others to
understand and
relate to us. The
behaviour that we
model sets what
we expect.
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