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Administrator – Post 16

(Point18-20) Term time only plus 10 days
 35 hours per week; 3 extra support staff days to be taken as leave during term time, negotiated in advance with line managers)











Job Description
General Administration
· Maintaining and updating attendance registers
· Updating registers on a daily basis.
· Setting up meetings for the post 16 team with students and families.
· Sending correspondence to families where there are attendance concerns.
· Supporting the Post 16 team with communications to parents and students including:
· For students' poor attitude to learning.
· students at risk of underachievement.
· Other communications.
· Supporting the organisation of Post 16 events including parents evenings.
· Organising the event with the AHT i/c Post 16.
· Sending home communication via post, email and text messages.
· Arranging the layout working with the facilities management team.
· Working with TLR 5 holders to support their needs.
· Chasing up attendance before and after the events.
· Student Recruitment.
· Planning the post 16 open evenings in discussion with the AHT i/c Post 16.
· Communicating the plans and information about the events to different stakeholders.
· Setting up the enrolment process on Applica.
· Keeping all potential students updated via email and the website.
· Supporting enrolment. 
· Supporting the pastoral work of Post 16.
· Working with the form tutors.
· Communicating key pieces of information to tutor groups.
· Maintaining and updating student files
· Maintaining the Archive cupboard
· Maintaining and updating the notice boards
· Maintaining the attendance boards
· Keep/establish and maintain a continuity file/calendar
· Ordering and distributing the lanyards
· Ordering stationery
· Making and keeping team meeting notes

Student Services
· Working with the Learning Managers to support with the welfare of students which includes:
· Being the first port of call for students.
· Making notes of the students' concerns and then notifying all of the stakeholders.
· Setting up support services as required, including liaising with the counselling, inclusion and SEN teams.
· Tracking the interventions put into place.



Bursary
· Working with the Post 16 team to ensure that students are supported financially with any resources they require for their course of study, which includes:
· To manage the administration for this area.
· To ensure that students are aware of the criteria and how to apply.
· To discuss each application with the post 16 team.
· To order the resources once they have been agreed by the AHT i/c Post 16.
· To keep a log of all resources allocated.
· To work with departments to assess which resources the bursary students will need for those courses.

UCAS/IAG
· Working with HE institutions, apprenticeship providers, local Post 16 centres and Ealing LEA to set up and run the GHS Post 16 Progression & networking Fayre. Maintaining and updating the year UCAS application process

Other duties

· To undertake similar duties, commensurate with the level of the post at the discretion of the Headteacher and SLT.   These duties may include (not limited to):
· General Clerical/Administrative/Filing/Reception Support
· Administration Support for other areas of the school
· Lunchtime Cover and /or temporary cover
· Supporting preparation for major School events
· First Aid cover

To be aware of and comply with policy and procedures relating to child protection, security, confidentiality and data protection.

To adhere to School Health and Safety Policy, including risk assessments and safety systems to assist with student welfare.

To attend and participate in meetings, training, performance management process and professional development as require

To contribute to the overall ethos of the school.
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Person Specification - Requirements


	Education and Qualifications
	Essential
	Desirable

	GCSE passes in English and Maths or equivalent
	
	

	Proficient in MS Office (word, excel, outlook, PowerPoint)
	
	

	Knowledge of MS publisher
	
	

	A First Aid qualification
	
	

	A general administration qualification
	
	



	Knowledge and Experience
	Essential
	Desirable

	Good ICT skills
	
	

	Previous school admin experience (preferably Post 16)
	
	

	Use of a school data management system (SIMS, Applica, ParentPay)
	
	

	Knowledge of safeguarding procedures and legislation (Keeping Children Safe in Education)
	
	

	Appreciation of the importance of confidentiality and sensitivity in dealing with students, staff and families
	
	

	Experience of working in a busy changing environment
	
	



	Skills and Aptitudes Required
	Essential
	Desirable

	Ability to work as a team and in collaboration with other professionals both in and outside of school
	
	

	Ability to work calmly under pressure
	
	

	Excellent time management with an ability to organise, plan and prioritise work, paying attention to detail
	
	

	Enthusiasm for working with staff and students
	
	

	High level communication and interpersonal skills with the ability to work with a wide range of stakeholders. 
	
	

	Excellent written and verbal communication skills
	
	



	Personal Qualities
	Essential
	Desirable

	Professional attitude and approach to work
	
	

	Ability to demonstrate discretion, confidentiality and commitment
	
	

	Excellent attendance and punctuality
	
	

	Flexible and adaptable in terms of duties and hours
	
	

	Emotional resilience
	
	

	Clear empathy and understanding of young people’s development and needs
	
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