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Job Profile

Post:			Student Services Coordinator

Responsible to:		Assistant Headteacher – Student Development and Conduct

Job purpose:	To be responsible for operating the provision of student services to support students in their daily routines, manage processes of attendance and punctuality and coordinate the on call system across the school

Accountabilities/Duties
· Coordinate and deliver the provision of student services – providing day to day support for students and communicating effectively with parents as required
· Manage the processes of signing students into and out of school outside of normal registration processes
· Proactively monitor lesson attendance of students identifying anomalies and coordinating appropriate responses
· Manage processes of holiday absence requests from parents
· Coordinate whole school requirements for the on call systems

Key Relationships

· Headteacher
· Assistant Headteacher – Student Development and Conduct
· Education Welfare Officer
· Heads of year 
· Students 
· Parents 



PERSON SPECIFICATION
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	Essential
	Desirable

	Qualifications/Competencies
	Educated to level 3 or equivalent professional qualifications or experience. Competent ICT skills including use of Microsoft Word, Excel and internet.
	Working knowledge of SIMS  (or willingness to learn).

	Experience
	Experience of working in education or other similar setting to provide effective intervention for students displaying challenging behaviours.
	

	Knowledge
	Knowledge of relevant policies and statutory duties for student attendance and conduct.
Knowledge of the frameworks under which children are safeguarded.
	Knowledge of external support available to support students and how to access this support.

	Skills/Ability
	Excellent written and verbal communication skills. 
Able to work methodically and accurately to deadlines. 
Able to organise, prioritise and manage workload. 
Maintain confidentiality. 
Able to maintain positive and effective relationships with students and parents.
	

	Personal Skills
	Able to work effectively as an individual and as part of a team.
Able to relate well to colleagues, students and parents.
Flexible in approach to work.
Possess a ‘can do’ attitude
Able to remain calm when under pressure.
Self-motivated and able to work under own initiative.
Able to adapt quickly to new situation that may arise quickly.
	


		



image1.jpeg
OOOOO




