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Job Description & Person Specification 

	Job title:
	Sixth Form Administrator and Receptionist 

	Responsible to:
	Heads of Year 12 & 13, Deputy Head of Year

	Responsible to:
	

	Location
	Chase High School 

	Salary and Grade :
	Local Government Pay Scale 5



	Overview of the role:

	To provide an efficient and professional secretarial, administrative and pastoral support to the Sixth Form Team.

	 Main Responsibilities  

	· To support Sixth Form Team.
· Signing in and out of guests and students on and offsite. 
· Management of inventory, and printing off of daily fire lists. 
· Student lesson attendance, via bromcom. 
· General typing of memos, letters home, round robins, etc.
· To use own initiative in dealing with telephone calls and correspondence on behalf of the Head of Sixth Form.
· To maintain and keep the Head of Sixth Form’s and head of Year 12 & 13 diary and arrange appointments as necessary.
· To receive and deal with enquiries from parents, staff, students, governors and outside agencies both over the telephone and in person.
· To manage and maintain the Sixth Form budget.
· Orderings of lanyards and ID cards.
· Managing the Bursary in Sixth Form. 
· Support in arranging Year 12 and 13 Parents’ Evenings.
· Support in Arranging Sixth Form Open Evening, Open Morning and Induction Days.
· Arranging Year 12 Parents’ Information Evening.
· Arranging Higher Education Evenings. 
· Arranging Sixth Form Careers sessions.
· Arranging Sixth Form Awards Evening.
· Attendance to Year 11 results and Sixth Form induction day.
· Attendance to parent and open evenings and other sixth form related events. 
· Supporting in awarding and monitoring study points.
· Supporting key calendar events.  
· Prepare and produce the Sixth Form Calendar.
· Responsibility for administration of EMA system, i.e. monitoring and management of registration and attendance; authorising of weekly payments; setting target dates for authorising payment of bonuses; make final decisions about bonus payments.
· Preparing references for past students.
· Upkeep of students’ personal files.
· Preparing Sixth Form Prospectus. 
· Inputting new students onto Bromcom – including inputting personal details and details of courses they are studying.
· Upkeep of students’ personal details on Bromcom.
· Collating information for prospective students e.g. references, predicted grades, etc and arranging interviews for these students.
· Collating information from prospective year 11 students e.g. inputting their subject choices, arranging interviews with Sixth Form staff.
· The organisation and management of the UCAS system to ensure that all applications are correct and meet the agreed deadlines.
· Liaise with students in respect of UCAS applications and trouble shoot any technical problems with the UCAS on-line system for students and staff.  
· Liaise with students in respect of Unifrog 
· Producing agendas and taking minutes of regular Sixth Form Team Meetings.
· Design, create and produce forms, certificates, etc as required.
· Record and retrieve data, supply information in response to requests and make reports as required.
· Find, locate, select, analyse and prepare information to support Sixth Form accountability and decision making. 
· Administration for Academic Review
· Create Timetables for Year 10 & 11 taster days.
· Support the Head of Sixth Form with the use of data to identify underperforming students.
· Support the Head of Sixth Form with the checking and quality assurance of the mentoring system.   
· Support the Head of Sixth Form with the organisation and implementation of the parent voice and student voice programmes.
· Assist in the organisation and development of the guest speaker programme.
· Offer support to Sixth Form Tutors.   
· Support the Deputy Head of Year in dealing with students’ queries and concerns both academically and pastorally. 
· Supporting the Sixth Form Development Group.


	General 

	· To participate in the performance and development review process, taking personal responsibility for identification of learning, development and training opportunities in discussion with line manager.
· To comply with individual responsibilities, in accordance with the role, for health & safety in the workplace
· Ensure that all duties and services provided are in accordance with the School’s Equal Opportunities Policy
· The Governing Body is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment
· The duties above are neither exclusive nor exhaustive and the post holder may be required by the Headteacher to carry out appropriate duties within the context of the job, skills and grade. 

	Other clauses:

	1. This job description does not form part of the contract of employment and is not a comprehensive definition of the post. The duties of this post may vary from time to time according to the needs of the school/Trust following consultation with the job holder. It will be reviewed periodically.
2. Your normal place of work is at Chase High School, however, Discovery Educational Trust reserves the right to require you to work at any other of its establishments, whether current or future.  This may be for a temporary period or on a permanent basis, according to the needs of the employer.

	Safeguarding:

	· We are committed to ensuring the highest levels of safeguarding and promoting the welfare of our students, and we expect all our staff and volunteers to share this commitment. 
· We adopt a robust, fair and consistent recruitment process which is in line with Keeping Children Safe in Education guidance. 
· All offers of employment are subject to an Enhanced DBS check, references, and where applicable, a prohibition from teaching check, and you are required to complete them and advise us immediately should you subsequently be convicted of an offence.
 
Please be advised we may complete online checks on shortlisted candidates. It is a criminal offence for any person who is barred from working with children to apply for a position at a school. 
For more information on our commitment to Safeguarding, please see the Trust Safeguarding and Child Protection Policy here.


	 Equality, Equity, Diversity & Inclusion

	We are committed to fostering a culture of inclusion where every member of our community is respected, valued and supported to achieve their full potential. 
We believe that a diverse workforce strengthens our school and enriches the educational experience of our students. 
We therefore welcome applications from candidates of all backgrounds, identities and experiences.



































Person specification

	Qualifications & Experience

	Essential
· Good language, literacy and numeracy skills.

· GCSE Grade C/4 or above (or equivalent) in English and Mathematics.

	Desirable
• Relevant administrative qualification (e.g. Business Administration, NVQ Level 2/3 or equivalent).

• Experience of working within an educational setting.

	Evidence:  Application Form

	Experience

	Essential
	



	· Proven experience in an administrative role.
· Experience of providing high-quality customer service and dealing with enquiries in person, by telephone and email.
· Experience of maintaining accurate records and handling confidential information.
· Experience of working with children or young people.
· Experience of supporting behaviour management and student welfare.



	Desirable
· Experience of working in a secondary school or Sixth Form.
· Experience of using school Management Information Systems (e.g. Bromcom).
· Experience of supporting events, meetings and diary management
· Experience of financial administration, including budget monitoring or bursary administration.
· Experience of supporting admissions or UCAS processes.

	Evidence:  Application Form and letter of application

	Knowledge, skills and abilities

	Essential
	



	· Excellent organisational and time management skills with the ability to prioritise competing demands.
· Excellent written and verbal communication skills.
· Strong IT skills, including Microsoft Office (Word, Excel, Outlook and PowerPoint).
· Ability to maintain accurate records and produce reports.
· Ability to work independently using initiative and as part of a team.
· Ability to maintain confidentiality and exercise discretion at all times.
· Ability to communicate effectively with students, parents, staff, governors and external agencies.
· Strong attention to detail and accuracy.
· Ability to organise meetings, events and appointments.
· Ability to analyse information and support decision-making through the use of data.
· Understanding of safeguarding responsibilities within an educational environment.



	Desirable
· Working knowledge of Bromcom, UCAS and/or Unifrog.
· Knowledge of school administrative procedures and education legislation relevant to the role.
· Understanding of Sixth Form processes, admissions and post-16 education.



	Evidence:  
· Application Form
· Interview
· References

	Personal attributes and behaviours

	Essential
· Professional, approachable and welcoming manner.
Strong interpersonal skills with the ability to build positive relationships.
· Reliable, flexible and adaptable.
Calm and resilient when working under pressure.
· Positive attitude with a willingness to support colleagues and students.
· Commitment to providing excellent customer service.
High standards of integrity, professionalism and confidentiality.
· Commitment to safeguarding and promoting the welfare of children and young people. 
· Commitment to equality, diversity and inclusion.
· Commitment to continuous professional development.
	Desirable
· Interest in supporting the wider life of the school and Sixth Form community.
· 
· Enthusiasm for working in a busy educational environment.




	Evidence:  
· Interview
· References

	Special requirements

	· Successful candidates will be subject to an enhanced Disclosure and Barring Service (DBS) check.

· Must have the right to work in the UK.

· Evidence of a commitment to promoting the welfare and safeguarding of children and young people.

· Commitment to equality, equity, diversity and inclusion, and to ongoing personal development
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