COPLESTON HIGH SCHOOL

JOB DESCRIPTION
POST TITLE:

Administrative Assistant and Pastoral Support Worker (Sixth Form)
JOB FAMILY:

ADMINISTRATION
SALARY: 
Grade 4 
                                       30 Hours per week 8.30am – 3.00pm with a 30 minute unpaid break
 
                                       42 weeks per year
                                       Must be available for three weeks of work during August

LINE MANAGER:  
Director of Sixth Form, Assistant Principal 
JOB PURPOSE:  
Pastoral Support to Sixth Form and Administrative Support to the Director of Sixth Form
LEVEL DESCRIPTION:

All duties will be carried out within recognised procedures or guidelines. The post holder will need to have knowledge of a range of organisation policies and procedures. 

May include ad hoc duties, which require some initiative.

Will make day-to-day decisions about own workload, within a clear framework.

There will be some need to interpret information or situations to solve problems.

There may be some need to use analytical, judgemental, creative and developmental skills.

May oversee the work of others.- who?
Manager is available for direction and guidance.

DUTIES AND RESPONSIBILITIES:
The post holder will undertake a number of duties associated with providing a pastoral support and administrative service primarily to Sixth Form and the other Sixth Form Team.

Main duties and responsibilities:

· Take responsibility for making daily phone calls to parents of absent students and record reasons for absence.
· Conduct return to school interviews for those absent for more than three days.
· Responsible for  administrative duties in the Sixth Form dealing with a wide range of enquiries, many on the Sixth Form Leadership team’s behalf.
· Create persistent absence tracking sheet and where appropriate arrange and conduct absence review meetings.
· Create and mentor student action plans for attendance.
· Mark attendance for private study and follow up lack of attendance with students and parents.
· Responsible for taking, updating and monitoring fire registers for all areas of the sixth form. 

· Under the direction of the Head of sixth Form, identify and set up appropriate systems and procedures within the office for attendance and private study.
· The responsibility for monitoring attendance of Sixth Form students during tutor time and lessons and direct students to supported study as necessary.

· Monitor private study areas being a constant presence and reinforcing the highest standards of work and study behaviours.

· Be in the Sixth Form during break and and lunchtime to monitor and engage with students.

· Responsible for following up students who arrive late or sign out during school hours to ensure patterns do not affect study habits. 

· Act as the first point of contact for Director of Sixth Form including telephone enquiries, receiving visitors and dealing with mail.
· Overseeing the accurate recording and updating of student information using both manual and computerised records.
· Undertake or oversee a range of administrative duties for the Director of Sixth Form, other staff and Management Team.
· Provide support for the Sixth Form Team during August; working up to three weeks in the summer holidays when A Level results are released up to the start of the term.
· To liaise with safeguarding officers in accordance with school policy if and when appropriate.
· To ensure Pastoral Teams are kept informed of any underlying emotional or social factors affecting students’ progress.

· Liaise with subject leaders as to when they will be running intervention sessions and record and monitor attendance at these.

· Where necessary take suitable steps to encourage attendance and intervention sessions for identified students and liaise with the sixth form management team and subject leaders to ensure that the students in need of intervention sessions attend them.

NB:

This job description sets out the major duties associated with the stated purpose of the post. It is assumed that other duties of a similar nature/level undertaken within the school are not excluded because they are not itemised.  Other tasks or projects that may from time to time be notified by Senior Management commensurate with the level and grade of this post.

The duties of this post could vary from time to time as a result of new legislation, changes in technology or policy changes; appropriate training may be given to enable the post-holder to undertake this new/varied work.
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PERSON SPECIFICATION

	Criteria
	Essential to basic performance of job
	Required for fully competent performance of job

	Knowledge:

	Technical or specialist
	· Competent in the use of Microsoft Office
	· Knowledge of computer systems e.g. MS Office products.


	Literacy and numeracy
	· To maintain records, e.g. Pupil trackers, evidence of intervention
	

	
	· Ability to carry out administrative tasks without direct supervision
	

	
	
	


	Organisational
	· Be able to prioritise workload and work independently.
	· Knowledge of the school’s financial procedures, 

	
	
	· Knowledge of basic health and safety responsibilities.

	
	
	· Knowledge of policies and procedures, 

	
	
	· Knowledge of administrative procedures, e.g. ordering, incoming/outgoing post.


	Knowledge & use of equipment
	· Ability to use/operate general office equipment, including reprographic, binding, audio typing or word-processing etc.
	


	Criteria
	Essential to basic performance of job
	Required for fully competent performance of job

	Mental Skills:

	Problem solving
	· Identify the students where little impact has been seen and work to find alternative opportunities.

· Resolve straightforward problems referring to manager as necessary
	


	Thinking creatively / Developing new ideas
Planning ahead                      
	· Contribute to the production of materials, e.g. Creation of admin databases.
· Assist in the preparation for school activities e.g. Holiday interventions.

	

	Interpersonal & Communications Skills:

	Caring skills

Verbal and written communications skills (including use of languages)
	· Be able to have mentoring/support meetings with students.

· Receive and redirect telephone calls, passing on messages to others.
	

	
	· Undertake word processing of correspondence, reports etc.
	

	
	· Ability to handle confidential, sometimes sensitive information.
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‘The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment’ 


