Sixth Form Administrator
JOB DESCRIPTION

Location: 

King Henry School Avenue Road, Erith, Kent DA8 3BN

Accountable to:
Head of Sixth Form 
Accountable for:
To provide administrative and practical support to the Head and Deputy Head of Sixth Form, to help promote effective pastoral guidance
Appointment:
25 hours per week for 39 weeks per year, term time only.  Holiday leave can only be taken during the school holidays.  Holiday entitlement pay will be incorporated into the salary.

Probationary period:
All support staff employees will have a six-month probationary period.

Main Purpose of the Position:

1
As a member of the support staff team, you will be assigned to the Head of Sixth Form to provide administrative help and support as directed.
2
To provide administrative support including the use of word processing and other computer software where necessary, including the checking of e-mails, and keeping the Head of Sixth Form informed of upcoming meetings and events.
3
To maintain records and input data on the schools information system when required (training on SIMs will be given if necessary).

4
To assist with attendance procedures e.g. letters home to parents, use of monitoring systems to provide required data for the Head of Sixth Form, helping to ensure collection of absence notes from students, phone calls to parents and external agencies when required by the Head of Sixth Form 
5
To collect money for different school events when required.
6
      To support administratively for students applying for University/Job   
                    applications and apprenticeships.

7
To take minutes/notes, and produce copies, from Year Team meetings and other meetings when required.  Working hours on the day will be adjusted to cover after school meetings, in consultation with the Head of Year.
8
To provide administrative support for the collection of necessary information in connection with the schools exclusion procedures.
9
To carry out the ordering, stock take and cataloguing of items within the Year office.

10
To attend professional development courses where required.

11
To provide administrative support for communications from the Head of Year to other members of staff and parents.
12
To assist the Head of Sixth Form in ensuring student data is kept up to date and notifying relevant staff of any changes to student timetables.

13
To manage the displays on the Head of Year’s notice board.

14
To help with any hospitality issues at meetings by the Head of Year.

15             
To support Head of Sixth Form with Bursary applications

16            
To support Head of Sixth Form with gate passes 

General:
The sixth Form Assistant may be asked to undertake other reasonable duties as and when required by the Headteacher.
PERSON SPECIFICATION
SIXTH FORM ADMINISTRATOR – KING HENRY SCHOOL

Essential:

A passion for learning and for helping young people.

Good overall level of education.

To have a strong personality in order to oversee a large number of students visiting the Year Office.

To have excellent IT skills including, Microsoft Word, PowerPoint, Excel, and Internet.


To be able to build an excellent rapport with the Sixth Form students.

To be able to work as a team player.  This is critical within a school environment.

The ability to work under pressure in a very busy area of the school.

To have excellent liaison and communication skills, as the post may involve dealing with all school staff, students, parents, and some external agencies.

To have empathy with those students who may have special educational needs.

To have some flexibility regarding work hours due to occasional work pressures.

To be able to maintain a sense of humour, especially during high-pressure situations.

Reliability, good attendance, and excellent punctuality are essential.

Desirable:

Previous successful experience of working in a school environment.

Knowledge of multimedia.


Please Note:

The school invokes a smart dress code policy (no denim, trainers, or inappropriate clothing).

The school is a non-smoking environment.

