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OLDHAM COUNCIL

JOB DESCRIPTION

	Job Title : 


	Transfers Officer

	Directorate:  
	Education, Skills and Early Years
	Division/Section : 


	Education Support Services

	Grade:  


	Grade 4 
	JE Reference :
	


	Job Purpose: To deal with all aspects of the admission process to mainstream schools (for pupils requesting in year transfers) including implementing the co-ordinated admissions scheme for primary and secondary schools.
To support the Senior Officer in the LA’s statutory duty in relation to school appeals for community and voluntary controlled schools.



	KEY TASKS



	1.


	To lead on the processing of applications and apply relevant oversubscription criteria (for all applications for in year transfers) for primary and secondary school places in accordance with the relevant admissions policies and Oldham’s co-ordinated admissions scheme.

	2.
	To assist with the management and quality assurance of the central pupil database (admissions module) and management information systems.


	3.
	To give quality advice to parents, schools and external agencies regarding the in year transfer process and availability of school places.



	4.
	To support the process and administration regarding school appeals; collating information about individual pupils, preparing and writing individual case papers and attending infant class size appeals as the LA presenting officer.


	5.
	Retrieve information from databases, manipulate data, create reports and correct errors.


	6.
	Assist with developing and implementing new office systems.


	7.
	Investigate data anomalies/discrepancies and determine a course of action.


	8.
	Have knowledge and understanding of the school admissions legislation to be able to respond to more complex queries and formulate responses. 


	9.
	Carry out investigation in to complaints and escalate where appropriate. 


	10.


	Coordinate SLA income and purchase order processing using the Council’s Financial Management Information Systems to the council’s agreed policies and procedures.


	11.
	Support the induction programme and training of new employees.


	12.
13.


	Support any projects/developments as requested by the Senior Admissions and Appeals Officer.
Quality assurance of central pupil database, downloading online application forms from the online to the back office systems, record matching and accuracy checking.


	Standard Duties:



	1.
	To actively promote the equalities and diversity agenda in the workplace and in service delivery.



	2.
	To uphold and implement policies and procedures of the Council; including customer care, data protection, ICT, finance and health and safety policies.



	3.
	To actively engage with the behaviours and values of the Council to promote and support our Co-operative Agenda.



	4.
	To undertake continuous professional development and to be aware of new developments, legislation, initiatives, guidelines, policies and procedures as appropriate to the role. 



	5.
6.
	Undertake any additional duties commensurate with the level of the post.
Respond as required to requests for information under Freedom of information and Data Protection legislation. 




	Contacts:

Schools & Academies, Governors, Head Teachers, other Teams within the Council, parents and carers and members of the public.




	Relationship To Other Posts In The Directorate :



	Responsible to:  

	Education Provision Manager 

	Responsible for:
	N/A


	Special Conditions: DBS Check



	
	DATE
	NAME
	POST TITLE

	Prepared
	January 2017
	Paula Green
	Education Provision Manager

	Reviewed
	
	
	

	Reviewed
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OLDHAM COUNCIL

PERSON SPECIFICATION

Job Title:   Transfers Officer
	
	Selection criteria 

(Essential)

	Selection criteria 

(Desirable)


	How Assessed

	Education & Qualifications


	Sufficient literacy and numeracy to be able to undertake the tasks and duties of the role.
Intermediate qualification or relevant work experience.
	
	Certificate

AF 
Certificate

AF 
 

	Experience


	Experience of working with education providers such as schools and academies.

Experience of developing and implementing office systems.

Experience of using computer packages for word processing, spreadsheets and databases.
Experience of following procedures and policies.
Experience of completing tasks to potentially conflicting deadlines.

Experience in customer service.


	
	AF / I / 


	Skills & Abilities


	Ability to work as part of a team as well as independently on own initiative.
Ability to delegate tasks and check the work of others.

Customer service skills to deliver polite, courteous and efficient service to colleagues, partners and service users.
Ability to complete tasks to potentially conflicting deadlines, re-prioritising own work as appropriate.
Use analytical skills and be resourceful to solve varied problems.
Use initiative to respond to unexpected problems using recognised policies and procedures.

Ability to write individual case papers for the purposes of school appeals.

Ability to converse at ease with members of the public, service users/customers and provide advice in accurate spoken English.  


	
	AF / I



	Knowledge


	Knowledge of the education sector or Local Government.
Knowledge and understanding of school admission processes.
Knowledge of Word and Excel computer packages.


	
	AF / I



	Work Circumstances


	Commitment to personal and professional development.

Punctuality and regular attendance.

Work flexibly to meet the needs of the service including at different locations.

	
	AF / I




NB. - Any candidate with a disability who meets the essential criteria will be guaranteed an interview.
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