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JOB DESCRIPTION 

Role: Sixth Form Administrator

Accountable to: Head of Sixth Form

Grade 5 (Term-time only + Maximum of 10 days including August enrolment days)
 
	
Key Purpose
	
To, under direction from the Head of Sixth Form:

· Provide high-quality administrative and data management support to the Sixth Form team, ensuring accurate record‑keeping, efficient use of MIS systems (such as SIMS), and the smooth delivery of daily operations.
· Lead and coordinate the administrative processes relating to Sixth Form attendance.
· Administer key Sixth Form student processes—including admissions, interviews, enrolment, and bursary management— ensuring clear communication with students, parents and carers, and compliance with internal and external requirements. 
· To provide administrative support to the Head of Sixth Form.



	Key Tasks

	Administrative & Data Management
· Provide general administrative support for the Sixth Form team.
· Monitor Sixth Form email inboxes regularly and reply, forward to correspondence.
· Use SIMS to manage records, information, and data, including the provision of reliable attendance data to colleagues, managing, and carrying out attendance calls home and assisting in the monitoring of truancy.
· Attend meetings, take minutes, and ensure follow-up actions are completed.
· Support the dissemination of key information such as notices, event details, deadlines, and updates.
· Maintain display boards and ensure regular updates.
· Supervise pupils on educational visits and out of school activities.
· Complete tasks to support correct data entry for the Sixth Form Census.

Recruitment
· Administer the Sixth Form admissions process, including handling applications and maintaining applicant records.
· Support with organising open evenings, interviews, and enrolment activities.
· Communicate with prospective students and parents/carers regarding application status and requirements.
· Attend all Sixth Form interview events.
· Attend recruitment events.
· Attend Sixth Form enrolment days during August.

Attendance
· To be responsible for monitoring Sixth Form registers for accuracy and communicate with teaching staff to ensure correct completion
· To be responsible for actioning daily absence communications using SIMS, Edulink, Notify and Intouch.
· To be responsible for keeping and updating records of parental communication and reasons for absence / lateness ensuring student files are kept up to date with particular emphasis on daily absence monitoring.
· To identify and track students at risk of low attendance from medical conditions and ensure evidential records are maintained for students identified as persistent absentees, or at risk of becoming so.
· To be responsible for monitoring attendance trends in line with the Sixth Form attendance model e.g. reporting on weekly attendance figures.
· To coordinate, triage and administer the Sixth Form attendance tracking and monitoring systems ensuring effective communication with all Sixth Form staff.
· To meet regularly with the Head of Sixth Form and Sixth Form Team to review attendance and plan effective interventions and next steps.
· To support the Sixth Form team to actively promote and reward good attendance in the Sixth Form.

Bursary
· Administer the Sixth Form bursary scheme, including processing applications and maintaining accurate financial records.
· Ensure compliance with funding guidelines and deadlines.
· Provide clear information and support to students regarding bursary eligibility and payments when they enquire. 

General Tasks
· Contribute to the welfare, safety, and positive experience of Sixth Form students, supporting supervision duties, maintaining effective communication with staff and parents, upholding safeguarding, and confidentiality standards, and promoting the ethos and values of the school.
· To assist with student welfare duties including the supervision of students at social times under the agreed system for the school to ensure the safety and welfare of students
· To support break time, lunch time and after school detentions
· Be aware of and comply with child protection procedures, health and safety and security, confidentiality, and data protection, reporting any concerns to the relevant member of staff.
· Maintain good relationships with colleagues and work together as a team.
· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop.
· Attend and participate in regular meetings and participate in training and other learning activities as required.
· To work as part of a team to support colleagues and contribute to the vision and ethos of the school.
· To undertake First Aid Training and deal with and report first aid incidents as part of the agreed system in place.
· To attend staff meetings and other meetings as required from time to time
· To undertake any such additional duties as are reasonably commensurate with the level of the post.
· To undertake personal development to improve own practice.
· Actively participate in the trust’s support staff appraisal process.
· Develop good working relationships with stakeholders in the school and trust.
· Liaising with staff at all levels within the school and trust.
· To work collaboratively with all staff and parents in order to support student wellbeing.
· Maintaining high levels of quality assurance including accuracy of information.
· Through personal example, open commitment and clear action, ensure diversity is positively valued, resulting in equal access and treatment in employment, relationships with students, parents and colleagues and external communications.
· Be aware of the responsibility for personal Health, Safety and Welfare and that of others who may be affected by your actions or inactions. Co-operate with the school on all issues associated with Health, Safety and Welfare.
· Ensure, at all levels, the maintenance of confidentiality required by school and trust policies.






	Other Specific Duties

	· To play a full part in the life of the school community, supporting the
           school mission, ethos and principles 
· To promote actively the Trust’s policies
· To comply with the Trust’s Health and Safety Policy 
· To continue personal professional development
·  To comply with any reasonable request from the Head teacher to undertake work of a similar level that is not specified in this job description
· General tasks vary from time to time to take account of the changing nature of the school and the demands placed upon it. Such changes are normal parts of the post and as such do not constitute a change to the general job description
· Employees are expected to be courteous to colleagues and provide a      welcoming environment to visitors and during any other communication
· Employees are expected to set a good example in terms of dress, punctuality and attendance
· Employees must uphold the Trust’s behaviour code and uniform regulations
· The school will endeavour to make any reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition
· This job description is current at the date shown, but following consultation with you, may be changed by the Headteacher to reflect or anticipate changes which are commensurate with the salary and job title



















































Whalley Range 11-18 High School
Greater Manchester Education Trust

Person Specification


Experience
· Significant experience of working in an administrative support environment
· Experience of preparing confidential documentation (e.g. for students with special educational needs/disabilities and vulnerable groups of students)

Knowledge/Skills
· Demonstrable ability to operate various software packages, e.g. Microsoft Word and Excel, and information technology systems and equipment
· Good communication skills, for effective interaction with service users, colleagues, and members of the public
· Good literacy and numeracy skills to accurately complete and maintain relevant records and produce reports
· Demonstrate knowledge and understanding of maintaining electronic and manual filing systems
· Ability to work on own initiative, to be proactive, and to plan own workload as well as the work of others
· Willingness to undertake first aid training
· Willingness to work as part of a team to ensure high quality standards
· Willingness to abide by the Trust’s various policies including safeguarding
· Ability to speak a community language e.g. Arabic/Urdu/Somali/Farsi would be desirable

Personal Style and Behaviour

· An absolute commitment to wanting the best for children and young people
· Tact, discretion, and diplomacy in all interpersonal relationships with the public, pupils, and colleagues at work.
· Self-motivation and personal drive to complete tasks to the required timescales and quality standards.
· The flexibility to adapt to changing workload demands and new school challenges that may involve working beyond prescribed hours on occasion.
· Personal commitment to ensure that the provision of support is equally accessible and appropriate to meet the diverse needs of pupils.
· Personal commitment to continuous self-development.
· Personal commitment to continuous service improvement
· Personal commitment to the Trust’s professional standards, including dress code, at all times
· Be willing to consent to and apply for an Enhanced Disclosure & Barring Service (DBS) check



