
JOB DESCRIPTION FOR PASTORAL TEAM ADMINISTRATOR
1.
NAME: 
2.
TITLE OF POST:
Pastoral Team Administrator
3.
SALARY GRADE:

4 PURPOSE OF THE JOB
4.1 To ensure the Pastoral Team runs smoothly and efficiently through proactive, thorough and organised administration

4.2 To provide administrative support to the Pastoral Team.
4.3 To work with the PA to the Senior Team in managing events.
4.4 To support the PA to the Senior Team with in-year admissions.

4.5 To communicate effectively with parents, students and staff
4.6 Support colleagues in the Pastoral Team including when they are absent from work
5 RESPONSIBILITIES
5.1 Support the Pastoral Co-ordinator in all elements of transition including students’ destinations post 16
5.2 Administration of Parents’ Evenings, in liaison with the PA to the Senior Team.
5.3 Administration of all KS3 and 4 events including Awards Evenings, in liaison with the PA to the Senior Team and Sixth Form Secretary, as appropriate. 
5.4 Input student data into SIMS and keep updated when new information becomes available.

5.5 Produce Reports via Sims to support the Pastoral Team in being proactive when dealing with individual and/or groups of students

5.6 Support the Student Services Administrator ensuring students are dealt with swiftly and return to lessons

5.7 Gather information from teachers and support staff on individual and groups of students when required

5.8 Ensure students files are up to date and accurate

5.9 Collate appropriate work for students who are excluded or off school due to medical reasons

5.10 Collate the weekly staff notices for  the Pastoral Team

5.11 Attend meetings when needed, take minutes and distribute accordingly
5.12 Manage the transportation of CTF files for new students

5.13 Organisation and administration of Year 6 Induction Days

5.14 Ensure all new students and parents receive the appropriate documents so they can begin Year 7 confidently

5.15 Administration for Student Councils
5.16 Log achievements and rewards in line with school reward systems 
5.17 Administration for rewards trips and celebration breakfasts

5.18 Administration of Year 11 references

5.19 Administration of the Year 11 Prom

5.20 Liaise with the Exams Officer and students regarding exam timetables and Statement of Entries

5.21 Administer school photographs.
5.22 Work with the Team Leader: Careers and Work Related Learning to ensure the destination data for students post-16 is up to date and accurate
5.23 Liaise with other schools providing them all relevant information if a student is leaving us and ensure the student is taken off roll.
5.24 To comply with individual responsibilities, in accordance with the role, for health & safety in the workplace
5.25 Ensure that all duties and services provided are in accordance with the School’s Equal Opportunities Policy
6.
The duties and responsibilities of the post are subject to those detailed in the Statement and Conditions of Employment and will count as directed time as detailed in such statement and as defined by the Headteacher.

8.
The job description does not define in detail all the duties/ responsibilities of the post; it will be reviewed at least once a year and may be subject to modification or amendment after consultation and agreement with the post holder.
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