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HARLINGTON UPPER SCHOOL

JOB DESCRIPTION


	


	Job Title:
	Student Services Co-ordinator


	Responsible to:
	Deputy Headteacher



	Salary:
	Salary:
NJC Level 3B (Points 6-8)
£25,989 - £26,824 per annum prorated.  
Actual salary: £22,229 - £22,943 

This salary is paid on a pro-rata basis to reflect term time plus 5 training days.


	Hours:


	This post is for 37 hours per week, term time only, including five training days.
Because the duties are essential to a smooth start to the school day, the postholder should be able to start at 7.45am, finishing at 4.00pm Monday to Thursday and 7.45am – 1.45 pm on a Friday.



Purpose of the Post:

To be responsible for the administration, organisation and smooth running of the student support function, with a particular emphasis on Student Support Reception and management of the buses.  
	Harlington Upper School is committed to Safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

All offers of employment are subject to the satisfactory completion of safer recruitment checks and references, including an enhanced DBS check.

Online checks and reference requests will be conducted in line with Keeping Children Safe in Education and prior to interview.



Main duties and responsibilities:

· Student Reception duties:

· Be the first port of call for pastoral or First Aid support to students attending  the Student Reception area upset or injured. 

· Deal with general student enquiries, such as timetables, bus queries, signing in and out, lost property, Cafe queries,  uniform, sanitary products, and monitor On Call requests.
· Contact home where necessary.
· Record student punctuality, recording and monitoring reasons for lateness and leaving early and liaising with the Attendance Officer and the Head of Year.
· Monitor CCTV when requested and download clips to supply to the Headteacher if requested. 

· Monitor the vape alarm system and report concerns to Heads of Year. 

· Deal with behaviour incidents, positive or negative, report and record and pass information onto the Head of Year.
· Maintain student records.
· Assist the year offices and Student welfare Team as necessary.  
· Administration for year group events such as prom and end of year trips.
· Administration for Open Evenings, including student passports and goodie bags.
· Co-ordinate the pre-loved uniform shop.
· Manage the buses:

· Ensure students safely board the buses at the end of the school day and advise bus drivers when the buses are safe to leave.  

· Ensure safety on the bus turning circle and driveway. 

· Liaise with the LA school transport department should a bus not arrive and make arrangements as necessary to ensure students get home safely. 

· Liaise with business operators and the School Transport Team with queries relating to service and student eligibility.  

· Follow up on any issues reported by student, parents or bus companies.

· First Aid/Medical

· Support the Senior First Aider in their role.  

· Assess unwell or distressed students, administer first aid or pastoral support and liaise with the Head of Year, when appropriate. Contact parents/carers when necessary. 
· Assist with the First Aid response to any medical emergency in school.
· Make decisions on the level of outside advice needed, for example contacting NHS online or emergency services.  
· Maintain accurate records of first aid administered.  
· Maintain confidentiality at all times in respect of school related matters and to prevent disclosure of confidential and sensitive information.
· Promote the safeguarding and welfare of young people within the school, raising any concerns by following school protocol and procedures.
· Undertake any other duties commensurate with the level of the post, as required by the Headteacher.
· Cover the tasks carried out by the First Aid Lead and Student Services in their absence.
Person Specification

Student Services Co-ordinator
	Essential
	Desirable



	Qualifications

	Educated to GCSE level (or equivalent) with English and Maths at grades A*-C (9-4)
	Educated to GCE A level or equivalent (NVQ Level 3)



	Willingness to undertake First Aid training.
	

	Skills and Experience

	Excellent interpersonal and communication (both verbal and written) skills
	Some experience of working with young people aged 13 – 18



	Excellent organisational skills and ability to work with high degree of accuracy in record keeping,

	Understanding or experience of a secondary school context.  Experience of working in a school.

	Good working knowledge of Microsoft Office, including Word, and Excel, and management information systems.
	Knowledge of school management information software.

	Personal Attributes

	Ability to work with autonomy within set boundaries and solve problems on a day to day basis.
	

	Ability to cope with conflicting demands and deadlines and be able to manage and organise own workload
	

	Ability to maintain confidentiality at all times
	


