	Ernest Bevin College

Job Description 


	Title: Sixth Form Admin Support  
	Salary Scale : Scale 2, 20 hours a week, term time only 

	Supported by and reporting to: Nick Mason – Head of Year 13 


The Sixth Form Admin Support provides support to Heads of Year 12 and 13 and students in the Sixth Form by: 
	· Assigning Year 12/13 tutor groups with data supplied by Heads of Year
· Overseeing the Sixth Form enrolment process and collecting enrolment fees 
· Organising and sending out mailshots 
· Liaising with HOY 12/13 in overseeing Year 12/13 external admissions, and ensure that references and SEN data for all external applicants are obtained

· Providing support to the Sixth Form team with administration tasks – e.g. Sending out letters / texts / emails to parents
· Helping to ensure that the procedures for Sixth Form administration are being followed by all involved 

· Fostering constructive relationships with pupils 

· Planning work in an organised and methodical manner to ensure that all deadlines are met 

· Calling and logging attendance concern phone calls to parents 
· Liaising with exams officer and SIMS and Data Manager to collate census information 

· Organising and sending out information for taster sessions and events for external students

· Supporting with Open Evening

· Helping with managing sixth form study centre 

· Carrying out other specific  admin duties as required by the Heads of Year 12 and 13 


To be fully aware of and understand the duties and responsibilities arising from the Children’s Act 2004 and Working Together in relation to child protection and safeguarding children and young people as this applies to the worker’s role within the organisation, and the principles of safeguarding as they apply to vulnerable adults in relation to the worker’s role.  To ensure that the worker’s line manager is made aware and kept fully informed of any concerns which the worker may have in relation to safeguarding and/or child protection.

Data input/routines 
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