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“Bear fruit – fruit that will last” John 15v16-17	

Pay scale NJC7-9.  Take home actual pay: £24.7k (based on a full time equivalent £27.1k).
37 hours per week, 41 weeks per annum (Term time plus 2 weeks in the school holidays). 
08.00am to 4.00pm Monday to Thursday, 08.00am to 3.30pm Friday.  Arrangement of hours may be flexible.


Job profile

Core purpose
Proactively coordinate student support and all administration for Sixth Form.  Act as first point of contact for Sixth Form students and parents, providing a welcoming and supportive environment for students to thrive.  Support the Sixth Form leadership/teaching team by delivering first class day-to-day operational support, whilst endorsing the Sixth Form “work hard” culture through supervision of students.

General Responsibilities (all staff):
· To perform duties and attend meetings as reasonably required.
· To participate in the School's performance management scheme.
· To undergo in-service training where required.
· To contribute to the school's pastoral system.
· To observe and implement current school policies and good practice.
· To carry out such duties as the Headteacher may reasonably direct from time to time.
Accountabilities:
The post holder will:
· Report to the Head of Sixth Form.
· Work closely with other staff across the Administration team.
Specific responsibilities:
Student Support/Mentoring 
· First point of contact for any student queries or concerns. 
· Aid and support students during their transition into Sixth Form life.
· Active presence in the Sixth Form during lunch/break hours.
· Support Head of Sixth with student interactions, mentoring where appropriate. 
· Record confidential and sensitive information on the Schools MIS Systems (Bromcom & CPOMS), 
· Comply with safeguarding and data protection policies and procedures.  
Operational 
· Assist Head of Sixth Form in the management/development of Sixth Form policies and systems.
· Ensure the effective management of the Sixth Form provision on daily basis.
· Attend Sixth Form tutor briefings and share minutes. 
· Undertake correspondence to parents, oversee the quality of all written communications sent.
· Manage the enrichment programme and ensuring that all students are engaging.
· Organise & attend events including:
· Sixth Former for a Day, Bridging, Opening Evenings, Interviews, Results Day, Enrolment Day
· Organise & attend external recruitment events at other schools (promotional materials and logistics).
· Oversee & implement administration of student bursaries. 
· Support the Deputy Head of Sixth Form with UCAS administration. 
· Ensure the highest standards of conduct in line with Christian values.
Administration of Student Records:
· Ensure that all Sixth Form student records are accurate, consistent and periodically updated. 
· Ensure that all admissions are correctly administered, and that relevant information is circulated.
· Ensure that standard information is available including reports. 
· Prepare references for all students upon receipt of requests. 
· Ensure student electronic and paper records are updated.
Attendance:   
· Assist the Head of Sixth Form to promote good attendance and improve attendance rates.
· Contact home for any students who have failed to arrive at school on time and not made contact.
· Update student attendance records with any pre-planned absence.
· Use Studybugs and Bromcom to monitor and update student attendance.
· Produce attendance reports and collate statistical data as required by the Head of Sixth Form.
· Monitor attendance of students on a daily, termly, and annual basis. 
Communication:   
· Communicate with parents/carers when appropriate. 
· Manage the efficient publication of all documentation related to the Sixth Form. 
· Ensure that success stories are prepared on a frequent basis. 
· Ensure that parent/carer contact meetings and Open Evenings are administered. 
· Keep relevant staff informed of any issues relating to Sixth Form. 
Transition:
· Assist with the organisation of the transition of students from Key Stage 4 to Key Stage 5. 
· Support the organisation and administration of enrolment into the Sixth Form. 
· Support the transition of students from the Sixth Form. 
Additional Duties:  
· Support the successful management of all extra-curricular and enrichment activities and trips. 
· Work flexibly to support all activities within the Sixth Form. 
· Assist with the organisation of courageous advocacy work within the Sixth Form.
· Keep all Sixth Form related displays up to date, including those around the school. 
· Support the communication with partners, including the organisation of social events.
· Support the coordination and recording of leadership activities within the Sixth Form. 
· Provide support at the time of examinations. 
· Take part in relevant training programmes.

Support for the School:
All staff must be aware of and comply with policies relating to Child Protection, Health & Safety, Equal Opportunities, Confidentiality, SEND Code of Practice as well as general staff procedures.
Colleagues must also contribute to the overall ethos, vision and aims of the school.

NB This is a description of the main duties and responsibilities of the post at the date of production. The duties may change over time as requirements and circumstances change. The person in the post may also have to carry out other duties as may be necessary from time to time.

Person Specification 


Experience
· Experience of working in a school or a similar environment.
· Experience of working with young people in a school or extra-curricular context is desirable.

Professional knowledge
· At least 8 GCSEs (or equivalent) including Grade C/5 passes in English and Mathematics 
· At least 3 A Levels (or equivalent).
· Preferably a University Degree or similar higher qualification. 

Skills and Attributes
· Ability to manage own time effectively.
· Ability to adhere to working procedures and policies within the school environment.
· Ability to operate as part of a team or individually as required.
· Ability to relate well to students and adults.
· Good communication skills.
· Good ICT skills – Excel/Word knowledge.
· Patient, flexible and adaptable, meticulous, and conscientious.
· Ability to multi-task and deal with interruptions.
· First Aid trained – desirable but not essential.
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