Pastoral Assistant

Job Description

Grade: GR3

1. Job Purpose

1.1 To be responsible for the Business and Personnel Manager for the provision of efficient administrative assistance to the Pastoral Manager and to provide pastoral support to students as appropriate.

2. Key Responsibilities

2.1 To provide administrative support including word processing, filing, arranging photocopying and collating of resources

2.2 To undertake the maintenance of both manual and computerised records including imputing attendance and pastoral related information onto the management information system 

2.3 To provide administrative support for the schools attendance procedure including making phone calls to parents and external agencies 

2.4 To be responsible for "lost property"

2.5 To produce standard letters and documents 

2.6 To provide administrative support for fund raising events and educational visits including booking coaches, liaising with providers and keeping appropriate records

2.7 To be responsible for the organisation of the school photographs

2.8 To organise and coordinate the school medicals and immunisations across the school

2.9 To be registered first aider and be responsible for the secure storage of pupils medication

2.10 To catalogue, order and maintain stocks of resources consumables and equipment

2.11 To organise room bookings and refreshments for parents meetings

2.12 To prepare and maintain the pastoral display areas

2.13 To take minutes of Heads of Year meetings

2.14 To be part of the administrative support staff team

2.15 To work flexibly and provide emergency cover for other support staff posts as required

2.16 To actively contribute to development initiatives to improve the efficiency and effectiveness of the support services

2.17 To adhere to the ethos of the school

2.17.1 To promote the agreed vision and aims of the school

2.17.2 To set an example of personal integrity and professionalism

2.17.3 Attendance at appropriate staff meetings and parents evenings

2.18 Any other duties as commensurate within the grade in order to ensure the smooth running of the school

3. Supervision Received

3.1 Supervising Officer’s Job Title:
3.2 Level of supervision:

1.
Regularly supervised with work checked by supervisor

2.
Left to work within establishment guidelines subject to scrutiny by supervisor

3.
Plan own work to ensure the meeting of defined objectives

4. Supervision Given (excludes those who are indirectly supervised i.e. through others)
	Post Title
	Grade
	No of Posts
	Level of Supervision (as in 3.2 above)

	
	
	
	


5. Special Conditions

5.1 None

Person Specification

Method of Assessment (MOA)

	AF
Application Form
	C
Certificate
	I
Interview
	T
Test or Exercise
	P
Presentation


	Criteria
	Essential
	MOA

	Education/

Qualifications

NB:  Full regard must be paid to overseas qualifications.
	
	AF/C



	Experience

Relevant work and other experience
	
	

	Skills & Ability

e.g. written communication skills, dealing with the public etc.
	*Delete if not applicable  

*An ability to fulfil all spoken aspects of the role with confidence using the English Language  as required by Part 7 of the Immigration Act 2016

	

	Training
	
	

	Other
	
	


All staff are expected to understand and be committed to Equal Opportunities in employment and service delivery.
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