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6th Form Supervisor 

Gravesend Grammar 

Permanent 

31 hours per week, 38 wpy 

School Business Manager  

AAT B.2-B.4 (£18,859-£19,171 PER ANNUM 

Local Government Pension Scheme 

September 2026 

Gravesend Grammar School is seeking to appoint an enthusiasঞc, organised and highly moঞvated 
Sixth Form Supervisor to provide efficient, professional and confidenঞal administraঞve support 
whilst playing a key role in the day-to-day supervision of our thriving Sixth Form community. 

Based within the Sixth Form Work Room, the successful candidate will foster a purposeful and 
posiঞve independent learning environment by building strong, professional relaঞonships with 
students and encouraging high standards of behaviour, a�endance and independent study. 
Working closely with the Sixth Form Leadership Team, teaching staff and support colleagues, the 
postholder will provide guidance and support to students, helping them to develop the 
independence, resilience and organisaঞonal skills needed for success in Sixth Form and beyond. 

Alongside supporঞng students, the role will contribute to the effecঞve running of the school office 
by providing efficient administraঞve support and delivering a welcoming, professional service to 
pupils, parents, staff and visitors. The successful candidate will handle informaঞon with discreঞon 
and confidenঞality, ensuring that administraঞve processes are completed accurately and efficiently. 

The postholder will be expected to work flexibly as part of the wider administraঞve team, providing 
support across different areas of the school as required to meet operaঞonal needs. 

Gravesend Grammar School is proud of its vibrant Sixth Form, where students are encouraged to 
achieve academic excellence whilst developing as confident, responsible and ambiঞous young 
adults. We are looking for a proacঞve and approachable individual with excellent organisaঞonal, 
communicaঞon and interpersonal skills who shares our commitment to providing outstanding 
support for both students and the wider school community. 

 



  

 

 
 Respond to telephone calls, emails and face-to-face enquiries, direcঞng them to the 

appropriate member of staff  

 Maintain accurate pupil records on the school’s management informaঞon system. 

 Process changes to pupil and family contact informaঞon. 

 Assist with pupil admissions, transfers and leavers. 

 Prepare admission packs and supporঞng documentaঞon for new pupils. 

 Provide administraঞve support for internal and external examinaঞons where required.  

 Request and transfer pupil records securely. 

 Produce pupil lists, reports, labels, le�ers and other informaঞon as required. 

 Support the administraঞon of pupil photographs, idenঞficaঞon cards and school equipment. 

 Assist with arrangements for school trips, events and extracurricular acঞviঞes. 

 Support the administraঞon of free school meals, pupil premium informaঞon and other pupil-

related records where required. 

 Arrange meeঞngs, appointments and room bookings.  



 

 Supervise specific independent working areas for sixth form students (silent independent 

working).  

 Build posiঞve relaঞonships with students and aid them in a�ending, maintaining high 

aspiraঞons and being organised. 

 Contribute to designing school related materials as requested by teachers, support staff in 

the producঞon of internal displays, external publicaঞons, social media adverts, newsle�er, 

banners and leaflet design. 

 A�ending meeঞngs and training sessions as required and assisঞng with major School 

funcঞons eg Open Days, presentaঞon evenings. 

 To assist and provide administraঞve support to staff and Senior Leadership Team, supporঞng 

teaching and learning across the school 

 To be a qualified First Aider and administer as necessary 

 To support the Medical Administrator with the planning of Immunisaঞons 

 To provide an efficient administraঞve and clerical service to support teaching and learning 

across the school. 

 Preparaঞon and producঞon of le�ers home and mail merge le�ers for all year groups. 

 To follow school procedure in preparaঞon for trips and visits, sending school communicaঞon 

to parents/guardians in line with the School Trip and Visit Protocols 

 To support with ArborPay (school dinner money system) enquiries and queries 

 To cover Recepঞon, greeঞng visitors and receiving telephone calls as required.  Providing a 

warm welcome for parents, visitors and colleagues, and dealing with their requests in an 

efficient and professional manner. 

 It may be necessary to cover a lesson in a teacher's absence. 

 To cover areas of Student Services in the event of staff absence 

 At the discreঞon of the Headteacher and School Business Manager such other duঞes as may 

reasonably be requested or required. 

 



 

GCSEs (or equivalent) at Grade C/4 or above in English and Mathemaঞcs  
Experience in an administraঞve role 

Experience of working in a school or sixth form environment 
Understanding of the importance of safeguarding, confidenঞality & GDPR 

Competent IT Skills 
 

 

 

Excellent Interpersonal and Communicaঞon Skills- Wri�en and Oral 
Excellent Organisaঞon Skills with a systemaঞc approach to workload management 

Excellent ঞme management, planning and work prioriঞsaঞon skills 
Ability to relate well to children and adults 

Ability to work construcঞvely as part of a team  
Ability to self-evaluate learning needs and acঞvely seek learning opportuniঞes 
Confidenঞality of informaঞon as appropriate 

Ability to work under pressure and use own initaঞve  

 The ability to command respect from others.  
 Ability to build and sustain effecঞve working relaঞonships with a range of stakeholders and external 

partners. Ability to demonstrate enthusiasm and sensiঞvity while working with others.  
 Ability to make considered decisions.  
 Be creaঞve, flexible, and innovaঞve. 
 Promote a well-reasoned educaঞonal philosophy in relaঞon to the school ethos.  
 Be encouraging and supporঞve in the development of others.  
 Be emoঞonally self-aware.  
 Have high personal aspiraঞons and inspire the same in all members of the school community.  
 Demonstrate a high level of integrity, honesty and fairness.  
 Readiness to reflect on, evaluate and improve pracঞce and to hold self and others to account. Humour, 

warmth and energy 
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