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Douay Martyrs School

	Post title
	Behaviour Support Administrator 

	Salary 
	27,752 pa

	Introduction 
	At The Douay Martyrs Catholic Secondary School, we are committed to delivering quality education rooted in our Catholic ethos. Our mission is to provide a supportive environment that inspires and challenges students to reach their full potential. We believe that alongside excellent teaching, dedicated support staff play a vital role in nurturing our students’ spiritual, emotional, and social development.
Through teamwork and professionalism, our support staff ensure that the school runs smoothly and that every student is cared for, safe, and encouraged to thrive. By working closely with colleagues and students, you will contribute to a positive and inclusive community where our shared values are lived out daily.
As a member of our support staff team, you will be instrumental in enabling both staff and students to achieve excellence, providing essential services and care that make a real difference in the life of the school.

	The purpose of post
	The Behaviour Support Administrator is a key member of the Pastoral Team, responsible for the day-to-day operation of the Blessed Anthony Page Hub (Referral Room). The postholder will provide behavioural, pastoral, and administrative support to students and staff, ensuring that the Hub provides a calm, structured, and purposeful environment where students can reflect on their behaviour, remain engaged in learning, and develop positive attitudes towards school life.
The role combines student supervision, behaviour administration, intervention support, and safeguarding responsibilities, contributing directly to the school's commitment to high standards of behaviour, attendance, achievement, and student wellbeing.

	Key areas of responsibility
	Behaviour & Pastoral Support
· Manage the daily operation of the Blessed Anthony Page Hub, providing a calm, safe, and purposeful environment for students.
· Support students experiencing behavioural, pastoral, or welfare difficulties, promoting reflection, accountability, and positive behaviour.
· Work with the Pastoral Team to identify students requiring intervention and support them in overcoming barriers to learning and achievement.
Student Supervision & Welfare
· Supervise students referred to the Hub, ensuring engagement with learning activities and adherence to school expectations.
· Liaise with teaching and pastoral staff regarding student progress, behaviour, and welfare.
· Undertake breaktime and lunchtime duties as required and contribute to the safeguarding and wellbeing of students.
· Ensure work is accessible to meet student's needs.
· Oversee daily duties of the student runner. 

Behaviour Administration
· Maintain accurate behaviour records and monitor student behaviour data using school systems.
· Prepare and maintain documentation relating to behaviour, interventions, detentions, and student support programmes.
· Coordinate after-school detentions, ensure learning resources are available for students, and communicate with parents/carers when appropriate.

Safeguarding & Compliance
· Record and report safeguarding concerns in accordance with school procedures.
· Maintain confidentiality and comply with safeguarding, data protection, and school policies at all times.
· Promote a safe, inclusive, and respectful environment for all students.

Collaboration & Professional Development
· Work collaboratively with teaching, pastoral, and support staff to ensure consistent behaviour management and student support.
· Participate in training, performance management, and school meetings as required.
· Contribute positively to the wider life, ethos, and continuous improvement of the school.


	Reporting to 
	Deputy Headteacher 
	Performance 
Management
	

	Organisation
	This is a rewarding and highly important pastoral support role that combines student supervision, behaviour intervention, safeguarding, and administration. The Behaviour Support Administrator plays a key role in helping students reflect, learn, and succeed while supporting the school's commitment to high standards of behaviour, achievement, and personal development.

	
	Other duties as assigned by the Headteacher 

	Person Specification 
	
Essential
· GCSE English and Mathematics (or equivalent).
· Experience working with young people in an educational, pastoral, behaviour support, or similar setting.
· Strong communication and interpersonal skills.
· Ability to remain calm, professional, and resilient in challenging situations.
· Ability to manage behavioural issues consistently and assertively while maintaining positive relationships.
· Outstanding organisational and administrative skills.
· Proficiency in Microsoft Office, including Excel and Outlook.
· Ability to work independently and as part of a team.
· Understanding of safeguarding, confidentiality, and data protection requirements.
Desirable
· Experience working in a secondary school environment.
· Knowledge of behaviour management strategies and restorative approaches.
· Experience using school systems such as CPOMS, Class Charts, or SIMS.
· Experience supporting pastoral interventions and student wellbeing programmes
· Understanding of supporting young people with SEND needs. 
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