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Radnor House

celebrating every individual




Sixth Form Administrator – Job Description
Responsible to: Director of Sixth Form
All members of staff must work within the framework provided by the school's policies and procedures to fulfil the general aims and objectives of Radnor House.  All staff are expected to undertake such other duties as the Head may reasonably request and to carry out the roles outlined in their respective job descriptions to the highest level.

This is an evolving role and the key responsibilities are therefore likely to change and develop over time.  The following list is therefore a suggested starting point and is subject to review by the post-holder and the Head after the position has been established and operated for a reasonable period of time, not longer than one year:

· Assist the Director of Sixth Form with the administrative responsibilities from registration, rewards and sanctions, academic forums, trips, visits and pupil filing.

· To promote the Sixth Form to ensure retention of existing year 11 pupils and the recruitment of external applicants and administration surrounding arranging meetings.

· To contribute to the preparation and delivery of leadership reports relating to the Sixth Form.

· Support, with the Marketing and Communications Director, the promotion of Sixth Form through ongoing marketing, PR and events.
· To communicate effectively and confidently with both internal and external stakeholders. Coordinate meetings and communicate  regularly with parents, careers and contact with pupils, teachers and support staff.
· Organise mailings, parents’ evenings and letters.
· Registration - Contacting parents regarding un-registered pupils. Working with teaching staff regarding missing registrations. Administration of Games registration for Y12 – 13.

· To monitor standards of behaviour, attendance, punctuality and dress for all pupils.

· Support the Director of Sixth Form in delivering successful careers and work experience programmes inc. organisation of careers events.
· Support the organising of university open days and work experience placements.
· To assist with the monitoring of homework and independent study set.
· To regularly review the performance of pupils in the Sixth Form.

· Build on the existing co-curricular programme, developing and enriching an holistic experience.
· Support the organisation of Bridge and Transition Weeks for L6/U6 students at the end of June (Assisting with Knowledge Curriculum Days admin).

· Support the development and pastoral needs of the Sixth Form including strategies to improve and promote mental health and general wellbeing.

· Encourage pupils to contribute positively to the life of the sixth form and wider academic life of Radnor House School.

· To support the Sixth Form as a figure in delivering pastoral support.

· Take a full part in the pastoral arrangements of the school, including attendance at Assemblies.

· To keep up to date with current development to support the Director of Sixth Form and the pupils with relation to UCAS, high education and apprenticeship and to support the administration process and submissions of these and the development of effective UCAS and apprenticeships library.

· Providing cover and support for the Library Manager, Reception and school administration when necessary. 

· To contribute to the extra-curricular life of Radnor House.
· To undertake such other duties as the Head or his Deputy may reasonably request.

· To continue the roles outlined in the job description to the highest level.

· Members of staff should, at all times work within the framework provided by the school's policy statements to fulfil the general aims and objectives of Radnor House.
The above statement of Responsibilities is agreed to be an accurate job description, which should be read in conjunction with the Staff Manual and with school policies and procedures.
[image: image2.png]Radnor House
Pope’s Villa Cross Deep Twickenham Middlesex TW1 4QG
Telephone 020 8891 6264 Website www.radnorhouse.org Email info@radnorhouse.org

Head Master Robert G Cook Deputy Head Master David Paton
An Independent Day School

Radnor House School Limited. Company registration no. 07337385. Registered in England and Wales. Pope’s Villa Cross Deep Twickenham TW1 4QG









