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West Hatch High School
	JOB DESCRIPTION:




	Sixth Form Secretary/Attendance
Band 3
£18,612 - £20,978 (pro rata inc fringe)

(Actual salary £16,206 - £18,266)



	Responsible to:
	Headteacher

	
	

	Line Manager:
	KS5 Assistant Headteacher 

	
	

	Purpose of Post:   
	To provide administrative support to the Sixth Form and support the development and promotion of the school.

	
	

	Main Duties and Responsibilities:

	
	

	1.
	Sixth Form Secretary

· To provide admin support for the  Sixth Form Assistant Headteacher – Raising Standards Leader KS5 and Head of Sixth Form

· To be responsible for the input and maintenance of all Sixth Form pupil data on the school database, ensuring it is accurate and fit for census.

· To maintain all paper based pupil records including archiving.

· To co-ordinate Sixth Form Open Evening, Induction and Taster days

· To prepare UCAS references – upload on system and check grades

· To liaise with the Assistant Headteacher – Raising Standards Leader KS5 regarding admissions and enrolment and provide effective administrative support

· To attend Sixth Form weekly meetings at 8am and take the minutes 
· To co-ordinate and attend Sixth Form enrolment day and surgeries

· To attend Sixth Form results day assisting with the issuing of relevant paperwork

· To administer the Sixth Form behaviour policy via SIMS

· To organise Oyster, NUS, UCAS card administration

	2.
	Parent Consultation Evenings Years 12/13



	
	· 
	Produce letters to parents informing them of Parents Evenings

	
	· 
	Issue Staff and students with Appointment Sheets

	
	· 
	Set up rooms for evening, producing signage where necessary and arranging refreshments

	
	· 
	Produce weekly attendance reports for Head of Sixth Form.

	
	· 
	Liaise with Head of 6th Form re 6th Form student helpers

· 


	3
	Attendance for Whole School and Sixth Form 

	
	
	

	
	· 
	Input Attendance Data, including lates, on school database (daily)

Scan medical appointment slips

	
	· 
	Input lates data 

	
	· 
	Daily texting of parents

	
	· 
	Run off Absence Report for Form Tutors (daily) for evacuation records

	
	· 
	Address Register anomalies

	
	· 
	Maintain attendance data for trips, exams etc.

	
	· 
	To be responsible for 1st day calling of absent pupils

	
	· 
	To chase responses of ‘O’ code letters.  Put replies on CMIS/SIMS

	
	· 
	Pre-code study leave for Years 11/12/13
1. 


4.
Study Centre Responsibilities

· Be based in the Study Centre and enforce silent learning and working in there by the Students.

· Check study cards and set detentions for those who have not completed their study hours.

	5.
	Other Responsibilities


	
	· 
	Input SLASC data, generating Guided Leaving hours for each student.

	
	· 
	To be part of the First Aid team supporting the Designated First Aider and covering in their absence



	Professional standards:

· Carry out your role in a professional, positive and proactive manner.

· To undertake any reasonable instruction.

· Deal courteously with colleagues, pupils, parents and the public.

· Come to work suitable dressed, in accordance with the Schools Dress Code.

· Maintain strict confidentiality with regard to issues relating to pupils, parents, other staff and school business

· Set a good example to students.

· Be supportive at all times of the school’s aims and ethos.

· Work as part of a team to support the team and school objectives.

· Be familiar and comply with school policies as set by the Governing body.

· Aim for high standards of punctuality and attendance.
· Effective time management & planning
To work flexibly, undertaking tasks as directed, commensurate with the grade of the post.  The Admin Office is key to the smooth running of the school and the expectation is that at times of pressure or staff absence all members of the team will for example, cover reception, distribute post or assist colleagues to ensure the minimum disruption to staff and pupils.

The needs of the school are constantly evolving and all job descriptions are reviewed annually and subject to change to meet the needs of the school.
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