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	Post
	Student Services Assistant 

	Responsible to
	Assistant Principal

	Purpose
	To support the Student Services team, producing correspondence, student liaison and administrative duties 

	Hours
	36 hours a week, 39 weeks a year

	Contract 
	Permanent 



Key accountabilities
1. Catholic Mission and Ethos
2. Quality of Provision
3. Internal and external communication 
4. Involvement in the wider life of the College, including PMR and Professional Development
5. Other duties

Key Tasks
Catholic Mission and Ethos
· To work with the students to uphold the Mission of the College by encouraging academic excellence and supporting their personal and spiritual growth
· Support the Catholic ethos of the College by being an example of servant leadership and upholding the teachings of the Church
· To foster and further develop an ethos of learning in line with the agreed Mission of the College within the Student Services team
Quality of Provision 
· To provide a range of administrative duties within the Student Services Team (including assisting with the enrolment of new students)
· Producing correspondence of a consistently high standard to parents, staff and external agencies
· Receiving disciplinary action referrals from teachers, producing the paperwork and recording stage warnings on Student Information Database and sending correspondence home
· Producing attendance and academic reference letters
· Assist in setting up and maintaining the student filing system to a high standard
· Managing students who are unwell or need to leave College for any reason during the College day, record absences and call home if necessary
· Updating the Student Information Database with personal information where necessary
· Assisting with the promotion of excellent attendance and punctuality
· To be alert to any concerns regarding Safeguarding and inform the designated staff members
Internal and external communication
· Making records of the personal and social needs of students and raising any concerns with relevant staff members
· Communicating with parents/carers via email and/or telephone
Involvement in the wider life of the College, including PMR and Professional Development
· Participating in meetings arranged for any of the purposes described above
· Participating in arrangements made for the appraisal of your performance
Participating in arrangements for your further training and professional development
· Maintaining good order and discipline among the students and safeguarding their health and safety
Other Duties
· To fulfil any other duties as may be reasonably required, as directed by the Assistant Principal and Senior Leadership Team e.g. reception/library cover 
· To be aware for Health and Safety in Student Services and surrounding areas
· To act as a positive role model in promoting the ethos of the College

Person Specification
	
	Essential
	Desirable

	GCSE Maths and English C/5 or above
	
	

	Higher level qualifications
	
	

	Excellent organisation/administration/report collation skills
	
	

	Ability to deal with, and resolve, a high volume of queries efficiently
	
	

	Confident to interact with students, staff, parents, governors and other stakeholders
	
	

	Experience of interaction with young people
	
	

	Experience of general administrative/secretarial work
	
	

	Ability to balance working independently while working within a team
	
	

	Ability to use all Microsoft Office applications to a high level; Word, Excel, Outlook and PowerPoint 
	
	

	Experience of school or college-based information systems
	
	

	Willing and able to take responsibility and use initiative
	
	

	Confident to speak in public
	
	

	Enthusiastic, approachable, empathetic and supportive
	
	

	Ability to listen/observe/acknowledge
	
	

	Have an excellent command of written and spoken English
	
	

	An ability to plan, organise with clarity and attention to detail
	
	

	Excellent time management and ability to prioritise
	
	

	Willingness to be fully involved in the life of the College 
	
	

	First Aid trained or willing to undertake training
	
	

	Good sense of humour
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