[image: ]
Job Description

Job title:	Alternative Provision Administrator

Reporting to:  			School Leader: Learner Engagement

Manager/Supervises:		None
		
Salary:				Grade 6

Working Pattern:	37 hours per week, Term Time Only (part time hours may be considered).   Monday, Tuesday, Thursday and Friday 8am-4pm Wednesday 8am-3.30pm

Disclosure Level:	Enhanced

Job Purpose:
The Family Support Administrator will play a key role in supporting the wellbeing, safeguarding and engagement of pupils and their families with Alternative Provision. This postholder will provide administrative support to the pastoral team, act as a liaison between home and school and the Alternative Provision provider, and help ensure all families can access the support they need.

Liaising with: 	
School Leaders, SENCO, Student Support Workers and relevant staff with cross-school
responsibilities, external agencies, employers, FE providers


Responsibilities:
· Provide a warm, professional first point of contact for families seeking support
· Manage and maintain confidential records relating to pupil and family support
· Support the organisation and delivery of meetings with families, outside agencies and staff
· Assist with the administration of referrals and other safeguarding processes
· Liaise with external agencies, including local authorities and health services and Alternative Provision settings a required
· Ensure timely and accurate communications between school, families, and Alternative Provision settings, including follow-up actions
· Maintain up-to-date records of Alternative Provision
· Collate data and prepare reports for the School Leadership Team
· Provide general administrative support to the School Leadership Team as required
· Be aware of, and comply with, policies and procedures relating to child protection, health & safety, confidentiality and data protection, reporting all concerns to the appropriate person 
· Maintain the highest personal standards through participating in continuing professional development including adhering to the principle of performance management 
· To adhere to the ethos of the School and the Trust
· To promote the agreed vision and aims of the School and the Trust
· To set an example of personal integrity and professionalism
· Attendance at appropriate staff meetings and parents’ evenings
· Any other duties as commensurate within the grade in order to ensure that the smooth running of the school

Person Specification

	
	Essential
	Desirable

	Qualifications/Training

	
	

	· GCSE Grade 4 or equivalent in Maths and English
	X
	

	Knowledge/Skills

	
	

	· Excellent communication and interpersonal skills in formal and informal settings
	X
	

	· Excellent organisational and administrative skills
	X
	

	· Ability to maintain confidentiality
	X
	

	· The ability to work part as a team
	X
	

	· A creative, ‘can-do’ approach to developing resources and opportunities
	X
	

	· A willingness to show initiative
	X
	

	· IT skills 
	X
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