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Dare to be remarkable
Sixth Form Administrator 

Job Description
Salary range:

Bucks Pay Range 3 

Responsible to:
Sixth Form Admin Manager 

Working Time: 
37 hours per week, 41 weeks. 

The additional weeks are to include some work on INSET days or during the school holidays; particularly after the A level results. Any additional time worked by agreement will be given as time in lieu) 

Responsible for:
Making a significant contribution to a successful Sixth Form learning environment. 

Key purpose of Job: 
To proactively support the Sixth Form Admin Manager in the provision of administrative support for the day-to-day operation and strategic planning for the Sixth Form.


Adding to the support of the Head of Sixth Form, Heads of Learning and Tutors, whilst ensuring a welcoming and supportive atmosphere for students and parents. 

Duties: 
· Accept and proactively complete delegated tasks linked to the planning, and co-ordination of the administration of the department Support the Head of Sixth Form and Heads of Learning in communications with students, parents, consortium partners and agencies as required. 

· Support the provision of a first point of contact with students, parents, external agencies and universities as well as receiving visitors, speakers and prospective students and showing visitors around if required

· Support Heads of Learning with student pastoral issues if required

· Support the Sixth Form Admin Manager in the preparation of relevant data for the Census, and ensuring that the data is inputted accurately 

· Making use of SIMS to support all appropriate administration and report in the Sixth Form team and ensure all records, student personal and curriculum information and any other systems are kept up-to-date 

· Using SIMS and any other relevant information, take responsibility for the day to day contact with parents, daily reporting and texting home regarding Sixth Form attendance.  Liaise with tutors and parents to improve these through the Attendance Monitoring process  and update the Sixth Form Admin Manager in a timely fashion

· Lead on student leave of absence, period 5 registration and supervised study periods and proactively support the Sixth Form Admin manager in regularly tracking attendance and punctuality data and add to the discussion of appropriate action as per the attendance procedures

· Proactively interrogate data when asked (training will be given if necessary) and produce data and reports as required 

· Support the monitoring, intervention, praising and sanctioning of student conduct within the Sixth Form in line with Heads of Learning and school protocols

· Proactively help the Sixth Form Admin Manager with the flow of information to all relevant stakeholders’ 

· To support the Sixth Form Admin Manager as requested in preparation for new student admissions, and support a fully coordinated process, helping ensure that staff and students are fully prepared for admission start dates. Liaise with support staff and other schools to support the procedures and documentation as required.

· Work with the Sixth Form Admin Manager to support and contribute to the Higher Education entry process as directed.  

· Communicate effectively but also self-manage proactively during the UCAS process in the Christmas term to ensure that key aspects of administration are completed whilst the Sixth Form Admin manger is engaged with UCAS

· Work with the Sixth Form Admin Manager to administer the Year 11 interview and induction process including supporting the Sixth Form Open Evening and Induction trip if required 

· Support the Sixth Form Admin Manager in their arrangement of the Enrichment programme throughout the year 

· Support the Sixth Form Admin Manager in the sharing of relevant information to students and proactively help with routine administration 

· Support the Sixth Form Admin Manager in maintaining accurate and up-to-date, centrally-held records of students. 

· Oversee all associated filing including overseeing, archiving and retention of Sixth Form student records (with guidance from the Sixth Form Admin Manager) 

· Liaise appropriately with the Heads of Learning and Sixth Form tutor team regarding all relevant administrative issues 

· Support the Sixth Form Admin Manager in managing the admissions and leavers’ processes via SIMS with information gathering, communications with students and parents 

· Under the guidance from the Sixth Form Admin Manager, support the organisation of  student and parent voice

· Proactively work with the Sixth Form Admin Manager, the Head of Sixth Form and Heads of Learning to administer Sixth Form Events, e.g. Open Evening, Celebrations, the Leavers’ Ball and attend other Sixth Form events when required (see list below) 

· Input of relevant data, including maintenance of student records and student planned hours and updating changes to student courses on SIMS ensuring that the details are correct and updated in a timely fashion under the direction of the Sixth Form Admin Manager.

· Minute meetings if required

· Maintain or enforce the correct behaviour for learning within the silent and collaborative study areas

· Any reasonable task as directed by the  Sixth Form Admin Manager, Head of Sixth Form or Headteacher 

· In addition general admin tasks as required for the main office if necessary 

· The following are some of the key events that are to be planned for in a timely fashion. There are other key processes which are noted on the Sixth Form timeline. 

	Key Activity
	When 

	Year 12 Welcome Evening 
	September

	Planning my Future Days x 3 
	October, November and July

	Sixth Form Open Evening 
	November

	Presentations x 2 
	December

	Parents’ Evenings x 2 
	November and January

	Year 14 Celebrations 
	December and January

	Planning my Future Evening 
	April

	Induction Days 
	June

	Year 10 curriculum day 
	July

	A Level Results Day 
	August


General 
· Undertake any necessary training 

· Attend staff meetings where relevant 

Safeguarding and Equality

· Be aware and remain up to date of all relevant safeguarding procedures and information

· Follow all Safeguarding procedures as per the policy of the school

· Promote equality to enable the educational and social inclusion of all students. 

Health and Safety 
· To have due regard for health and safety in the workplace 

· To be familiar with, and adhere to, relevant parts of the school’s Health and Safety Policy 

· Co-operate with health and safety requirements 

· Be familiar with the emergency action plans for fire, first aid and security issues

Organisational effectiveness 
· Any task which is appropriate to the post level in order to maintain/enhance organisational effectiveness which may include redeployment to other departments – to include cover for absent colleagues and/or relocation to areas of need 

Responsibilities and Accountabilities: 

Child Protection 
Beaconsfield High School is committed to safeguarding to promote a safe environment for students, our selection and recruitment policy includes all checks on staff and regular volunteers’ suitability, including Disclosure and Barring Service checks, as recommended by Buckinghamshire County Council in accordance with current legislation.  

Standards and Quality Assurance 
· Support the aims and ethos of the school as identified in the school vison and staff handbook 

· Promote and model good relationships with students, colleagues, parents and visitors 

· Set a good example in terms of dress, punctuality and attendance. 

· Participate in training and take a lead in own professional development 

· Participate in the School’s staff appraisal process 

Notes: 
· Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. 

· Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description. 

· As per part 7 of the Immigration Act 2016, “the ability to converse with ease with members of the public and provide advice in accurate spoken English” is an essential requirement for this role.
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