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Langdon Park School is committed to creating a diverse workforce. We will consider all qualified applicants for employment without regard to sex, race, religion, belief, sexual orientation, gender reassignment, pregnancy, maternity, age, disability, marriage or civil partnership.

Job details 
Sixth Form Administrator

Salary: Scale 4
Hours: 35 hours
Contract type: Monday - Friday 8:30am-4:30pm, Term Time plus 2 weeks 
Reporting to: Head of Sixth Form
Duties and responsibilities

General administration

· Maintain accurate student records on SIMS or equivalent MIS systems, ensuring compliance with data protection requirements.

· Support the Head of Sixth Form with preparation of reports, data analysis, and information for monitoring student progress and outcomes.

· Update and maintain the Sixth Form calendar, ensuring key deadlines (UCAS, exams, bursary applications, enrichment activities) are clearly communicated.

· Provide efficient administrative support for Sixth Form events such as induction, parents’ evenings, results days, open evenings, and awards ceremonies.

· Manage correspondence (email, post, phone) for the Sixth Form, ensuring timely responses and forwarding to relevant staff when required.

· Provide administrative support for staff and students, including photocopying, filing, and managing stationery and resources for the Sixth Form Centre.

· Assist in producing communications, newsletters, and promotional material for the Sixth Form.

Sixth Form student support

· Administer the 16–19 Bursary Fund, including processing applications, maintaining accurate records, and liaising with the finance office.

· Support UCAS, apprenticeship, and employment applications by managing references, application records, and tracking progress.

· Help co-ordinate careers and enrichment programmes, including guest speakers, visits, and work experience opportunities.

· Support students with attendance, punctuality, and behaviour monitoring, following up absences and liaising with parents/carers.

· Assist in the organisation of Sixth Form examinations, mocks, and study sessions.

· Maintain a welcoming and professional Sixth Form reception/office area, assisting students and parents as their first point of contact.

Admissions and enrolment

· Assist with the Sixth Form admissions process, including applications, interviews, enrolment, and induction.

· Manage waiting lists, ensuring timely communication with prospective students.

· Co-ordinate Sixth Form open evenings, taster days, and induction events.

· Ensure all new student data is entered into SIMS accurately and promptly.

Finance and administration

· Process payments, receipts, and records related to Sixth Form activities (e.g., trips, events, enrichment).

· Assist with financial record-keeping in line with school policies.

Other areas of responsibility 

· Read and follow the relevant school policies

· Undertake training required to develop in the role 

· Ensure all duties and responsibilities are undertaken in line with the school’s health and safety policy

· Contribute to the safety of children and young people and protect them from harm

Person specification

	criteria
	qualities

	Qualifications 
and training
	· First aid training (or willingness to complete it)

· Level 2 numeracy and literacy (desirable, not mandatory)

	Experience
	· Previous experience in an administrative role
· Experience of working with young people (preferably 16–19 age group)
· Experience of liaising with parents, staff, and external organisations

· Experience of handling confidential information



	Skills and knowledge
	· Good oral and written communications skills

· Ability to respond quickly and effectively to issues that arise

· Ability to plan, organise and prioritise to meet deadlines
· Ability to use own initiative and take action accordingly 

· Excellent attention to detail 

· Ability to use IT packages including word processing, spreadsheets, presentation software and SIMs or similar MIS systems
· Ability to use relevant office equipment effectively 

· Ability to build effective working relationships with colleagues 

· Understanding of data protection and confidentiality 

· Understanding of safeguarding

	Personal qualities
	· Commitment to promoting the ethos and values of the school and getting the best outcomes for all pupils

· Commitment to acting with integrity, honesty, loyalty and fairness to safeguard the assets, financial probity and reputation of the school

· Commitment to maintaining confidentiality at all times

· Ability to work under pressure and meet deadlines

· Adaptability and willingness to embrace change

· Positive and supportive approach when dealing with students, parents, and staff

· Commitment to safeguarding and equality




Safeguarding

The postholder will have due regard for safeguarding and promoting the welfare of children and young people and will follow the child protection and safeguarding procedures adopted by Langdon Park School. Any safeguarding and child protection issues will be acted upon immediately by informing a Designated Child Protection Lead.

“The School as an employer is committed to safeguarding and promoting the welfare of children and young people as its number one priority.  This commitment to robust Recruitment, Selection and Induction procedures extends to organisations and services linked to the school on its behalf”.

(Ref: Safeguarding Children and Safer Recruitment in Education 2007).

Annual Leave

Annual Leave to be taken only in accordance with the school’s published policy.

Notes:

This job description may be amended at any time in consultation with the postholder. 

Last review date: September 2025
Next review date: September 2026
Headteacher’s signature:
Line manager’s signature:


Postholder’s signature:






Date:

Date: 





Date: 
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