TRELOAR TRUST
JOB DESCRIPTION

Job Title:

Assessment Manager - Admissions
Responsible to:

Head of Admissions, Funding and Contracts
JOB PURPOSE

You will be the key contact for young people and their families throughout the Admissions Assessment process. You will be present for the whole assessment, supporting the young person throughout the day and into evening. There will therefore be some flexibility required in terms of working hours and there will be some morning and early evening shifts.
You will support the Head of Admissions, Funding and Contracts to ‘triage’ all applications, initial enquires and EHCP’s. You will be responsible for collating all of the information about a potential student including their educational levels, and their health and care needs. This will be determined through discussion with the young person, family, current school and/or respite provision and seeking advice where appropriate from colleagues. This information will form the basis of a draft Care Plan that will be in place before a young person attends an assessment and will be reviewed and amended as necessary by assessing staff.
KEY RESPONSIBILITIES
· To be the key contact for all Admission young people and their families throughout their assessment journey

· To critically review application forms and EHCPs on receipt and ahead of assessment
· To accompany young person throughout assessment day and evening, escorting and supporting in assessments with Admissions MDT

· Support prospective student throughout assessment with personal care, eating and drinking etc.

· To collate information pertinent to prepare a draft Care Plan ahead of an admission assessment, including; draft manual handling assessment, draft E&D profile
· To highlight any DOLS and/or capacity requirements to the Head of Safeguarding as appropriate and record as appropriate
· To ensure that all equipment a prospective student may require for assessment is identified ahead of assessment and available for the assessment date
· To identify any particular staffing needs and/or skills to support the young person at assessment
· To arrange and schedule all admission assessments, visiting the young person and/or family in-situ, ahead of Treloar assessment, in conjunction with the Head of Admissions
· To ensure that the assessment process is entirely young person focused; social stories and visual timetables to be created and available as required

· Respond to emerging events during an assessment, solving problems and managing people in order to facilitate an effective process

· To prepare new student information to support new staff teams on admission
· To work with the Head of Admissions and Head of School, Head of College and Head of Residential to determine appropriate class and house groups
· To prepare reports as appropriate for Admission meetings and any other meeting as deemed appropriate by the Head of Admissions, Funding and Contracts

· Review finalised Assessment Summary reports ahead of being sent to external stakeholders

· To complete, and attend, Funding Grid meetings ahead of fee calculation process for prospective students
· Liaise with external stakeholders as appropriate e.g. Local Authorities

· To communicate in a sensitive and professional manner with prospective students, taking into account potential barriers to, and aids for, communication

· To demonstrate enhanced communication skills with prospective students, parents or guardians, taking into account mental capacity, and any support needed for decision making to enable the students to participate in decisions regarding their health 

· To promote and maintain good relationships with all staff, and external health care professionals 

· To attend departmental meetings and be actively involved in the implementation of departmental policies and changes to working practices

Other duties

1. To support the Trust in safeguarding and protecting the welfare of all students.

2. To comply with policies and procedures relating to safeguarding, health and safety, equality and diversity, confidentiality and data protection, reporting concerns to an appropriate person.

3. To maintain and develop own professional knowledge and awareness.

4. To undertake any other such duties or general tasks and hours of work as may reasonably be required and any other responsibilities, which may from time to time, be delegated by your manager.

5. A job description is not a rigid or inflexible document but acts to provide guidelines to the duties expected while in the post.

6. This job description will be reviewed and amended in the light of changing professional demands.
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PERSON SPECIFICATION – Assessment Manager - Admissions
	MINIMUM
	DESIRABLE

	Qualifications

· Good general education to GCSE level


	

	Knowledge and Experience

· Broad experience of working with children and/or young people with disabilities or life limiting conditions 

· Experience or knowledge of manual handling assessments, care plan writing

· Experience of supporting senior management

· Experience and ability to manage multiple staff Outlook calendars

· Report/letter writing and data analysis

· Experience of managing multiple projects/demands simultaneously
· Familiarisation with a range of clinical interventions (e.g. therapy/medication/non-invasive ventilation)  

· Solid experience identifying care needs and developing care plans for a range of health conditions   

· Experience working with individuals under stress

· Experience of working within a large professional team, and collating differing opinions 

· Tact and sensitivity; excellent communication skills 
	· Social work background

	Skills and Abilities

· Excellent organisational skills

· Word processing skills, in particular experience of Windows based software.

· Excellent Microsoft Outlook skills

· Communication skills, both written and verbal.

· Understands and responds to the needs of customers aiming to give an efficient and effective service at all times

· Accurate and high attention to detail
· The ability to work on own initiative as well as function as part of a team.

· Able to anticipate the needs of senior managers

· Excellent time management – must be able to manage own workload and work to deadlines

· Able to support senior managers with their workload in terms of prioritising


	

	Personal Qualities

· Able to work well under pressure

· Able work as part of a team

· Organised

· Calm and supportive when under pressure

· ‘Can do’ attitude

· Able to respond well to varied and changing workload

· Able to relate to others at all levels

· Willingness to undergo further training/development if required.

· Flexibility for some early and evening shifts
	

	Physical Requirements
· Must be able to cope with the physical demands of the job

· Ability to work flexibly, on occasion, to meet departmental need
	

	Treloar Trust is committed

to safeguarding children and young people

All successful candidates will be subject to a Disclosure and Barring Service Check along with other relevant employment checks


BOTH THE JOB DESCRIPTION AND THE PERSON SPECIFICATION ARE SUBJECT TO THE TRUST’S EQUAL OPPORTUNITIES POLICY.
Hours: 
