
Job Description: Pastoral Administrator and Communication Assistant
Title:                              Pastoral Administrator and Communication Assistant
Salary Grade:

   Band 5
Contract Type:             Permanent, full-time, term time only
Responsible to:
   The Head of Key Stage 5 / Headteacher
General Description:   To provide administrative support for the KS5 pastoral team and to act as a Communication Assistant to the Headteacher
Summary of Key Tasks:

	1.
	Responsibilities/Key Tasks

	1.01
	Receive and deal with queries from pupils, parents, staff and the public

	1.02
	Answering and dealing with internal calls

	1.03
	Sending, receiving and delivering inter-wing mail

	1.04
	Printing cover list for notice boards.

	1.05
	Responding promptly to ‘on call’ requests

	1.06
	Assisting with sick or injured pupils. Responding appropriately in emergencies.

	1.07
	Assist with the organisation of the school by effective communication

	1.08
	Pastoral admin support: typing letters, reports, filing, etc

	1.09
	Assisting with curriculum admin support for departments particularly with letter writing as required.

	1.10
	SIMS data inputting and retrieving, report writing

	1.11
	Annual essential information update on SIMS: printing reports, sending to parents, collection and data input.

	1.12
	Record bullying and maintain racist, homophobia and other identified logs as required.

	1.13
	Be aware of and comply with policies and procedures relating to child protection, safeguarding and safe working practices.

	1.14
	Be aware of and comply with policies and procedures relating equal to opportunities, health and safety, security, confidentiality and data protection.

	1.15
	Attend relevant school meetings as required.

	The above list of duties, responsibilities is neither exclusive nor exhaustive and is subject to amendment to reflect changing circumstances. Any such amendment will be subject to negotiation.



	2.
	Communication Assistant

	2.01
	Booklets: collation and typing of all main school booklets e.g. year booklets, revision booklets, options booklet.

	2.02
	School Newsletter: chasing/collating information, typing. Support the Headteacher with marketing materials as required.

	2.03
	Liaise with I.T. Technician regarding the maintenance of current news, up to date information and other material for the website.

	2.
	Aptitudes

	2.1
	Communicate effectively with staff, students, parents and outside organisations.

	2.2
	Work well under pressure.

	2.3
	Maintain administrative systems and databases.

	2.4
	Organise and develop effective systems.

	2.5
	Be supportive of an effective safeguarding culture within the school.

	2.6
	Relate well to young people.

	2.7
	Engender trust and respect from students and colleagues.

	2.8
	Prioritise and plan to ensure completion of tasks. 

	2.9
	Work to deadlines.

	2.10
	Take initiative and work independently.

	2.11
	Take responsibility for personal CPD needs. Participate in training and other learning activities as required.

	2.12
	Work well as part of a team and provide support for others.

	2.13
	Ability to resolve queries in person, by telephone and email.

	2.14
	Evaluate achievements and deliver improvement.

	

	3.
	Skills

	3.1
	Excellent literacy and numeracy skills. 

	3.2
	Proficient typist with excellent letter writing skills. 

	3.3
	Good level of ICT competence (Microsoft Office & SIMS)

	3.4
	Organisational skills.

	3.5
	Time planning.

	3.6
	Problem solving.

	

	4.
	Characteristics

	4.1
	Excellent attendance record.

	4.2
	Sense of humour.

	4.3
	Committed to achieving success.

	4.4
	Willingness to be flexible and proactive to meet the best interests of the school.

	4.5
	Self-motivated.

	4.6
	Team worker.

	4.7
	Ability to remain calm, positive and enthusiastic when under pressure.

	4.8
	Ability to embrace change.
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