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JOB DESCRIPTION
	Post Title: 


	Access to Education Assistant (Admissions)

	Grade and Salary Scale: 

	F SCP 19 - 21

	Department and Service: 
Responsible To: 
Post Ref:
	Education - Children’s Services

CME Manager
R0000436


Purpose of the Post:
To support the Access to Education team to deliver the statutory function of identifying, recording, tracing and returning to education in the Middlesbrough area children who are not registered at a school and are not otherwise receiving a suitable education (CME). Main focus will be International New Arrivals.
To support the Access to Education team to identify those pupils at risk of missing out on education and supporting a multi-agency approach to removing or minimising the barriers to such pupils accessing a suitable education (PMOOE).
To support the Access to Education team in managing the statutory records in respect of pupils subject to Permanent Exclusion and managed transfers to reduce the risk of permanent exclusion and school avoidance. (PEx)

Duties and Responsibilities:

1. Maintenance and oversight of the LA records in respect of schools recording in year registration and de-registration of pupils – weekly Objective Connect returns.
2. Being a named point of contact for schools, agencies and other Local Authorities regarding Children Missing from Education (CME), Pupils at Risk of Missing Out on Education (PMOOE), and pupils subject to Permanent Exclusion (National contact list).
3. Providing advice and guidance to schools, families and other services and agencies on CME, PMOOE and exclusion practice.
4. Contacting schools to query and clarify information or request additional information.
5. Maintaining vulnerable learner records on the Capita and Objective systems.
6. Initiating enquiries and responding to those raised by other LA’s, Police, Schools Health/Housing Benefits teams, EMAT, Home Office, Key to Success or other appropriate sources to trace and return to education CME pupils.
7. Pursuing enquiries with other schools in respect of siblings of pupils referred as CME or PMOOE.
8. Contributing to the regular review of outstanding CME/PMOOE cases.
9. Supporting colleagues working with the family of pupils at risk of CME/PMOOE.
10. Supporting and participating in Vulnerable Pupil, PIP, CME or PMOOE meetings.

11. Support in producing reports, as required, in relation to statutory duties carried out by the Education Welfare Service.
12. Be aware of DFE guidance in relation to missing pupils and updates as applicable
Corporate Responsibilities:

· We will make every reasonable effort to supply the necessary employment aids, equipment or adaptations to enable employees to perform the full duties of the job in accordance with the Equality Act 2010 where a post holder is disabled.
· You will 
· Demonstrate a commitment to the principles of equality of opportunity and fairness of treatment in relation to employment issues and service delivery.
· Respect all confidentialities and principles and practices of the Data Protection Act.

· Comply with Health and Safety policies and legislation.

· Be committed to continuous personal development, including Middlesbrough learns.

· Demonstrate a commitment to the safeguarding of children and vulnerable adults, highlighting any areas of concern with the appropriate service and adhering to the policies of the Council relating to these issues.
· The above duties and responsibilities cannot totally encompass or define all tasks which may be required.  The outlined duties and responsibilities may, therefore, vary from time to time without materially changing either the character or level of responsibility: these factors are reflected in the post.
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PERSON SPECIFICATION 
For the purposes of recruitment and selection, you will be assessed against Our Values and the criterion which are marked as Essential / Desirable in the Qualifications and Knowledge & Experience section.
Our Values

Our Values are a critical element of our strategy to create a brighter future for Middlesbrough. They will be at the heart of everything we do and will be the foundation for how we operate, behave and make decisions.  Having these values will help you be the best you can be and help Middlesbrough to grow and thrive.  
	PASSIONATE about Middlesbrough
· Believe in Middlesbrough

· Be proud to work for the Council
· Have a ‘can do’ attitude




	INTEGRITY at our heart

· To be open, honest and transparent

· Communicate well with others

· Treat others with respect



	CREATIVE in our thinking
· Always look to improve

· Find solutions to problems

· Positive to change



	COLLABORATIVE in our approach

· Engage and consult with others

· Seek feedback from others

· Understand the needs of others



	FOCUSSED on what matters

· Understand the Council’s and my own priorities

· Put the customer first

· Deliver against expectation



	
	Essential

X

	Desirable

X


	QUALIFICATIONS:


	
	

	1. Good level of education including GCSE’s in Maths and English, or equivalent.
	X

	

	2. Level 3 Qualification.


	
	X

	KNOWLEDGE & EXPERIENCE 


	
	

	3. Knowledge of relevant legislation.


	
	X

	4. Good computer skills (MS Office particularly Excel) and experience of working with bespoke packages.
	X
	

	5. Experience of Capita One and Objective.


	
	X

	6. Experience of dealing with schools.


	
	X

	7. Experience in dealing with members of the public including sensitive situations.
	X
	

	8. Excellent interpersonal and communication skills.


	X
	

	9. Ability to organise and prioritise tasks to meet deadlines.


	X
	

	10. Able to work effectively as part of a team.


	X
	

	11. Self-motivated and able to work on own initiative.


	X
	

	12. Experience of working in a busy office environment.


	X
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