Blackfen Sixth Form Administration Assistant/Student Study Centre Supervisor
Under the direction of the Head of Sixth Form to be an important member of the Sixth Form team that supports student attainment, welfare and potential with strong pastoral support. 
Summary of responsibilities and personal duties: 

· Under the direction of the Head of Sixth Form supervise the Sixth Form Study Centre on a daily basis to ensure that students behave in an appropriate way and that he centre is kept tidy (this could be up to 40 students at a time).
· Keep electronic registers of students attending compulsory study sessions and inform the Head of Sixth Form of any non-attendees

· Within the Study Centre to oversee the reference book section and UCAS prospectus area to ensure that resources are kept within the centre and to update notice board displays in the centre 

· To ensure that student absences from classes are efficiently recorded.  To respond to queries about attendance and punctuality 

· To identify and telephone students’ homes as appropriate for issues such as attendance and punctuality, including first day absence 

· To type up standard letters that are issued in connection with absences and punctuality 

· To ensure that selected members of staff are informed of registers not completed 

· To keep a record on the shared area of the communication with parents. This record is to be updated systematically 

· To liaise with other staff and teachers about students’ attendance and welfare where necessary 

· Input Sixth Form admissions data and check it is accurate and up to date (using SIMS)

· Undertake typing and word processing and other IT tasks such as letters to parents, tutor time resources, communication with students and general administration tasks.

· To supervise students on the Supported Study Programme.

· The person appointed will be based in the Study Centre from 8:30am – 3:10pm (with a 45 minutes lunchbreak).
