The Charter School

Job description: Sixth Form Administrator
Hay 6 – Point 20-27

Responsible to:
Director of Learning (DoL) – Key Stage 5
Purpose of the Job:

To provide an effective and efficient administration service for The Charter School’s Sixth Form provision. To assist and support the work of the DoL – Key Stage 5, Key Stage 5 Progress Leader and Year 12 and 13 Leaders.

Liaising with

· The DoL – Key Stage 5, Key Stage 5 Progress Leader, Sixth Form Year Leaders, Tutors, classroom teachers and other staff throughout the school. 

· The wider Administration Team, Finance Team, External Affairs and Career Aspirations Manager and PA to the Headteacher.
· External stakeholders, including parents, potential students, ex-students, contacts from others schools, mentors, service providers, contractors and visitors.

Specific responsibilities

Main duties and responsibilities are indicated below. Other duties of an appropriate level and nature may also be required, as directed by the Headteacher.

Operational & Administrative 

· Manage the diary of the DoL for Key Stage 5 and manage all Post 16 events in the main school diary. 
· Maintain an overview of Key Stage 5 interventions and calendared events, circulating events proformas and providing support to DoL – Key Stage 5, Key Stage 5 Progress Leader and Year Leaders as necessary to ensure appropriate administrative support.

· To establish and maintain good relationships with all students, parents / carers, colleagues, suppliers, agencies and contractors.
· To monitor Sixth Form attendance and punctuality daily. To contact parents of late students and students with unauthorised absences.

· To produce and track Sixth Form attendance data and to circulate to the Sixth Form team.

· To produce the student detention list weekly, based on attendance and punctuality, and communicate this with Year Leaders and parents.
· Coordinate the Sixth Form behaviour management system on Behaviour Watch; encourage transparency and communication between students, teachers and parents; book meetings as appropriate to each stage. 
· Circulate missing register reminders to teaching staff and the DoL for Post 16.
· Coordinate the TCS Bursary Scheme. Produce the Bursary contract each year within the DfE Guidelines; process weekly payments; inform the finance team and tutors by email of weekly decisions taken. 

· Support the Mentor Scheme: liaise with Mentors, and  help to set up initial meetings; co-ordinate student representatives, monitor / maintain meeting data and produce annual reports.

· Support student trips:  Support the Trips Coordinator with Post 16 trips and enter trips in the registers.
· Coordinate, enable and take responsibility for the resource requirements for Sixth Form events including liaison with a range of school departments and external suppliers in order to provide for the needs of events.
· Design, produce and circulate documents for the Sixth Form and organise reprographics as required, including with external providers, e.g. project manage the design, production and distribution of the Student Planner and the Sixth Form prospectus.
· Produce and circulate internal documents for students and parents, e.g. the Sixth Form Home-School Agreement, the Trips Consent form, the Welcome booklet and student ID cards.
· Maintain both manual and computerised record and filing systems in line with requirements, including school databases, archive files and historical data, in particular those relating to students and staff. 
· Maintain the student ID card system including removing biometrics for Sixth Formers, printing cards, updating the kitchen system and maintaining the card log at Reception.
· Assist in transferring data safely when database systems are introduced and / or changed.
· Collect, record and extract data required to complete statutory returns or to produce user-friendly data for staff; prepare statistics and management information as required. 
· Support students with UCAS applications, e.g. registering for and using the online system, advise students how to focus their research into subject, courses and areas and the UCAS points and other course requirements.

· Support tutors with UCAS applications: track students’ progress, review references; ensure the process is completed for all students to a consistent standard.

· Maintain a database for and deal with matters relating to the Sixth Form budget, ensuring that payments for Pupil Premium students are sourced from the Bursary budget. Ensure that financial processes and activities are carried out as per procedures.

· Circulate incoming mail and outgoing post including Governors’ mailings, maintain filing records and take appropriate action as necessary.
· Maintain the School Website and VLE in relation to Sixth Form matters.
· Coordinate the of Sixth Form admissions process including tracking applicant data, preparing letters and reports.
· Coordinate the application and enrolment events for both Years 12 & 13 including staffing for the events. 
· Report technical faults relating to school database systems and equipment to the ICT Team following school reporting procedures. 

· Undertake reception duties including the signing in / out of visitors as required. Answer incoming and internal switchboard calls, deal with requests and enquiries and take messages as required.
· Take minutes or notes in meetings and circulate necessary information, including outside normal working hours.
General

· Attend school events as required.
· Work as a team with the Administration Team and support colleagues.

· Assist in school emergencies as required, including locating relevant staff, contacting emergency services and completing necessary documentation.

· Attend relevant meetings and training sessions; undertake activities to support own development.
· Undertake first aid training and responsibilities as required.
· Invigilate school and public examinations and tests as required.
· Keep abreast of developments and changes in fields relevant to role and communicate to staff as required.
· Assist in such duties and activities relating to any of the above areas appropriate to grade as the Headteacher, Trustees and Governors shall from time to time reasonably required.
Person specification - Sixth Form Administrator
Qualifications and experience

· Studied to a minimum standard of GCSE (grade A*-C) or equivalent, in English and Maths.

· Experience of working in a busy office environment.

Knowledge & Skills

· Ability to build and form good relationships with students, colleagues and other professionals.
· Ability to work constructively as part of a team, understanding school roles and responsibilities including own.
· Verbal and written communication skills appropriate to the need to communicate effectively with colleagues, parents, students and other professionals.
· Good standard of numeracy and literacy skills.
· Ability to absorb and understand a wide range of information.
· Ability to manage and deal with confidential data / issues appropriately.
· Ability to maintain accurate records and filing systems.
· Ability to proficiently use office computer including word-processing, spreadsheet, database and internet systems.
· Ability to monitor budgets, and provide required reports.
Personal Qualities

· Good interpersonal skills with ability to maintain strict confidentiality.
· Initiative and ability to prioritise one’s own work.
· Able to follow direction and work in collaboration with line manager and colleagues.
· Able to work flexibly to meet deadlines and respond to unplanned situations.
· Efficient and meticulous in organisation.
· Desire to enhance and develop skills and knowledge through CPD.
· Commitment to the highest standards of child protection.
· Recognition of the importance of personal responsibility for Health & Safety.
· Commitment to the school’s ethos, aims and its whole community.
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