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Pastoral Administrator: Person Specification

	 Specification
	Essential
	Desirable

	Qualifications 
and training
	· Knowledge of EHCPs
· Knowledge of data protection 
· Knowledge of safeguarding


	· GCSEs in English and Maths, 


	Experience
	· Working in an office environment 
· Developing, managing and operating clerical/administrative and organisational systems as requested by The Head of Student Pastoral Care
· Working with children or young people 
· Working in a Secondary Special School
· Working with SENARs
· Working with EHCPS
· Managing Annual Review Processes

	· Data Protection (GDPR)


	Skills and Knowledge
	· Excellent attention to detail
· Excellent literacy and numeracy skills
· Ability to plan, organise and prioritise
· Understanding of data protection and confidentiality 
· Understanding of safeguarding
· Understanding of SEND and SEND schools   
· Regular training updates will be required such as DSL,EHCPs, SIMs, EfL, MyConcern.

	· Competent use of IT packages including word processing, spreadsheets and school MIS systems
· Ability to use relevant office equipment effectively 


	Personal qualities
	· Commitment to on-going CPD and Professional development.

	· Willingness to deliver in-house CPD to support the School Improvement Plan.

	Attributes and Attitudes
	· Commitment to promoting the ethos and values of the school and getting the best outcomes for all pupils
· High level of organisation skills
· Commitment to acting with integrity, honesty, loyalty and fairness to safeguard the assets, financial probity and reputation of the school
· Ability to work under pressure and prioritise effectively
· Commitment to maintaining confidentiality at all times
· Commitment to safeguarding and equality
· Embraces change well
· Deals with difficult situations effectively
· Calm and approachable manner


	

	Equality, diversity and inclusion
	· Knowledge, understanding and commitment to equality, diversity and inclusion informed by practical experience. 
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	Safeguarding 
	· Excellent and detailed understanding of current safeguarding procedures.
· Knowledge, understanding and commitment to safeguarding and promoting the welfare of students. 

	· Experience of using MyConcern






The post holder will be required to complete an enhanced Disclosure Barring Service (DBS) if not already done. Checks will be made with the appropriate barred list checks, or the equivalent. The candidate must be eligible to work in the UK. 
Shaftesbury High School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.
We will conduct an internet/ social media search upon receipt of your application.
All staff are expected to be committed to the Equal Opportunities Policy.
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