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DESCRIPTION





Post:



Student Experience Co-ordinator (Fixed Term – 12 month)
Full-Time Equivalent Salary:
£27,254 - £33,699, Grade 3

Actual Salary: 


£24,535 - £30,337
Hours:


36.5 hours per week, Term Time only plus 5 days  
Role
You will work as part of the Student Services team which consists of dedicated professionals working on the frontline of school operations dealing with parents/carers, students, and staff. 

Whilst every effort has been made to explain the main duties and responsibilities of the post, this job description is not a comprehensive statement of procedures and tasks but sets out the main expectations of the school in relation to the post holder’s professional responsibilities and duties, all individual tasks undertaken may not be identified. This job description is current at the date shown, but, in consultation, may be changed by the principal to reflect or anticipate changes in the job commensurate within the grade and job title.  
Key Responsibilities: 
· First point of contact for Year 7-11 student enquiries.
· Provide administrative support to the Pastoral team, with specific responsibility for students 
· Organise and oversee student photographs and support with First Aid vaccinations.
· Provide administrative support with Year 6 transition. 
· Be in attendance at Parent Consultation Days, Open Evenings, Parents Evenings, if and when required.  Keep a record of parent’s attendance to these events.  
· Educational visits administration Yr7-13: Liaise with EVC / Trip leader / Finance, Create Letters, Set trip up on Schoolcomms, create reports, Send reminders, Process Passports along with additional trip tasks.

· September admin- Schoolcomms: Staff Users, Parent/carer users, Troubleshooting

· Extra-curricular/enrichment administration, data input, and tracking using Power BI.

· Student Leadership administration, reporting, data input, and tracking using Power BI.

· Support with all student experience initiatives including student voice, wellbeing, achievement 
· Track engagement of students
· Support Student voice by creating platforms for students to share ideas feedback 

· Facilitate student voice forums and support with leadership opportunities

· Administration for celebration of student achievements

· Collection of attendance/uptake data: registers, visits, trips, clubs, fixtures
· Study session coordination and comms.

· Support with rewards and sanctions administration

Wider responsibilities: 
· Support the school’s Catholic values and ethos by implementing policies, practices, and procedures.

· A commitment to safeguarding and promoting the welfare of children and young people.

· Be aware of, understand and comply with policies and procedures related to safeguarding and child protection, equal opportunities, health and safety, confidentiality, code of conduct for staff and data protection.
· Help create a vibrant school community, characterised by consistent, orderly behaviour and caring, respectful relationships.
· Participate in training, the performance management process, meetings, and other learning/development activities as required.

· Help develop a school and department culture and ethos that is committed to achievement.

· Any other duties as may be commensurate with the grade of the post in order to ensure the smooth running of the school.
Bishop Challoner Catholic College is strongly committed to safeguarding and promoting the welfare of students and expect staff to share this commitment and maintain a vigilant and safe environment. All posts are subject to an enhanced DBS check with children’s barred list check. All staff will be expected to follow the school’s child protection policy, and code of conduct for staff.

