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Job Description

Job Title:  Sixth Form Pastoral Support Officer 
Salary Scale:  Scale 6, point 18-22
Hours:  8.15am to 4pm Monday to Thursday and 8.15am to 3.45pm on Friday 30-minute lunch inclusive, 36 hours per week, 40 weeks per annum (term time, to include attending A Level & GCSE results days in August)
Start:  ASAP
Reporting to:  Learning Coordinator 
______________________________________________________________________
 
JOB PURPOSE: 
 
Key responsibilities
 
· Under the direction of the Learning Coordinator, to supervise and organise the Sixth Form designated areas of learning 
· Support the Sixth Form team to ensure all Sixth Form pupils are supported pastorally and academically working closely with the Learning Co-Ordinator
· To provide a full administrative service to the Sixth Form
· To support the Learning Coordinator by administering pastoral care, including a smooth transition from KS4 to KS5
· To administer and support the Learning Coordinator in monitoring the attendance of students in the Sixth Form
· To administer recruitment and admissions for internal and external students
· Assist with A Level and GCSE results days in August
· Update the Sixth Form website – no programming knowledge required
 
 Main duties and responsibilities:
 
Recruitment and Enrolment
 
· Supporting the recruitment in relation to the Post 16 Open Evening, managing the application database, coordinating applicant interviews, producing offer and enrolment letters on Results Days in August for GCSE and A Level using Applica
· Compiling and updating a variety of documents necessary for enrolment and induction
· Processing applications for enrolment, updating Applica and Bromcom, producing timetables
 
 
Student Monitoring and support
 
· Monitor Sixth Form student attendance and registration following up absences/late marks and liaising with the Learning Coordinator. Ensure registers are completed in an accurate and timely manner
· Administration related to rewards and sanctions for Sixth Form pupils as directed by the Assistant Head
· Supporting in the arrangement of Academic Forums for Sixth Form pupils alongside the Learning Co-Ordinator
· Supervise Sixth Form study area and support pupils working in Sixth Form areas including lunchtimes
· Supporting the UCAS administration for Sixth Form pupils
 
 
General 

· Provide administrative support to Assistant Headteacher and Learning Coordinator including the production of ad hoc projects and reports 
· Carry out administration related to Sixth Form trips using Evolve
· Updating timetables for students in producing and distributing Sixth Form reports including attendance and attainment data as required on a daily, weekly or half termly basis as required
· Administering and attending daily detentions as required
· Coordination of the students who attend collegiate courses elsewhere and monitoring of students from other schools across both years
· To provide accurate information for various statutory returns and ensuring accurate student data for CENSUS return
· Be the point of contact for parents regarding Sixth Form absences, the Post 16 Bursary and other queries
· Lead coordinator of the Sixth Form Parents’ Evening, supported by other members of the Sixth Form team
· Being the first point of contact during the working day for Sixth Form students and parents
· Checking of dress code of Sixth Form students and taking remedial action as required
· To attend school prior to and on results day during the summer to distribute results and work with the Examinations Officer (the additional days will be directed by the Assistant Head responsible for Sixth Form)
· Provide parents, pupils and visitors to the Sixth Form with relevant support and information on all aspects pertaining to school life
· Be responsible for arrangements for all Sixth Form events including parent consultations, Sixth Form Open Evening and Year 13 celebration dinner etc.
· Administering the Year 13 book returns
· Setting up a calendar overview of the term and flagging up forthcoming events
· Completing statutory returns as required for the Sixth Form including those from the DfE, Local Authority etc.

Additional Duties

· Provide First Aid and medical support to pupils during the school day, ensuring accidents are reported appropriately
· Support other administrative staff in their roles, in line with school priorities
 
This job description sets out only the main duties and responsibilities to this post and does not describe in detail the tasks required to carry them out. Such duties and responsibilities may be updated from time to time to reflect any changes to the school. Only significant additional duties or responsibilities as required by the Headteacher/SLT will render the grade of the post liable for re-evaluation.
 
Expectations of all Staff (Teaching & Support)
 
· Support the Headteacher and SLT in creating a culture for learning, high standards of achievement and success for all the students. 
· Remember your duty of care for all the students in classrooms and around the buildings.
· Carry out all duties and responsibilities in accordance with the school’s Mission Statement, contents of the Staff Handbook, policies, current practice and your duty of care for the students’ well-being and safety; not to do anything to bring the name or ethos of the school into disrepute.
· Work flexibly as a member of a team and undertake such other duties as may be required within the scope of this post.  
· Deal with enquiries efficiently and sensitively.   
· Ensure absolute confidentiality in all matters relating to the students, staff and school business.
· The post holder will ensure that the duties of the post are undertaken with due regard to the School’s Health & Safety Policy and to their personal responsibilities under the provisions of the Health & Safety at Work Act 1974 and all other relevant subordinate legislation.
· Attend and participate in relevant meetings, training, performance development and other activities as required.
 
General 

To be responsible for:
· Supporting and complying with the vision, mission and aims of our school and all school policies / documents relating to equal opportunities and inclusion.
· Supporting, upholding and contributing to the development of the school’s policies and procedures, actively implementing these polices.
· Undertaking all duties without unlawful discrimination and with due regard to the LA’s diversity and equality in employment and service delivery policies
· Developing oneself through training and knowledge.
 
These are the key tasks as currently defined.  They are not listed in priority order and post holders should not place emphasis on the location of the task within the foregoing job description.  From time-to-time, the key tasks may be varied, and the post holder will be expected to take on such variations within the constraints of the grade and the level of responsibility implied in it.
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