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We are seeking to appoint a Sixth Form Administrative Assistant for our new Sixth form provision opening in September 2026. To be successful at St Catherine’s, you will need to:

· commit to our supportive but challenging ethos and culture
· be able to work independently but also as part of a team 
· be passionate about diversity and inclusion
· demonstrate an unwavering commitment to Catholic education and the ethos of the school

In return, we will offer you:

· a school where students are keen to learn and progress
· the opportunity to join a thriving and vibrant Catholic school
· an incredibly supportive group of colleagues and leaders

For an informal conversation about the role, please contact Ms Wendy Boyle (PA to Headteacher and HR Manager)


Key responsibilities and objectives:
The Sixth Form Administration Assistant plays a key role in ensuring the efficient and effective administration of all matters relating to the Sixth Form. Reporting to the Director of Sixth Form, this position supports the academic and pastoral management of Sixth Form students. The post holder will liaise with colleagues across Higher Education and Careers to provide accurate data, coordinate events, and maintain smooth day-to-day operations within the Sixth Form.
 
· To provide day-to-day operational support in the Sixth Form. 
· To collate and respond to all applications to the Sixth Form
· To oversee Sixth Form Supervised Study and allocation and monitoring of pupils in Supervised Study.
· To monitor UCAS form completion and flag concerns to the Director of Sixth Form
· To process and submit UCAS applications following tutor and subject teacher checks. 
· To disseminate key UCAS updates and information to staff and students. 
· To assist with Sixth Form assemblies, including speaker bookings and attendance monitoring. 
· To liaise with staff and students regarding enrichment activities. 
· To co-ordinate internal and external communications for Sixth Form, including bulletins, end-of-term letters, and parents’ evening information. 
· To assist with major Sixth Form events including the 6th Form Information Evening, 6th Form interviews, examination results day, and parental support evenings.
· To support in the transition to and from the 6th Form, including administering the references
· To assist with managing the Sixth Form’s email inbox, ensuring the school meets its expected response times and emails are forwarded to the relevant staff member as necessary
· To understand and support with student bursaries
· To maintain and update school information, records and databases 
· To receive, sort and distribute all packages, deliveries and mail for the Sixth Form. Organise and distribute incoming and outgoing post
· To assist with various administrative tasks and duties, utilising Microsoft Word, Microsoft Excel, Outlook email and ensuring the school database is updated.  Training will be provided
· To communicate with parents regarding all aspects of Sixth Form life, receiving and passing on information, between parents and teachers, including phoning parents to ascertain reasons for pupils’ absence, first day response and ascertaining reasons for any lateness. Dealing with ad-hoc queries
· To provide administrative support to the Director of Sixth Form and the Sixth Form team as needed
· Produce and maintain accurate data on university offers, admissions, and test scores. 
· Support the universities admissions presentations. 
· To carry out filing, printing, and photocopying. Maintain the operation of the printer and photocopier to ensure it’s ready to use at all times, resolving any issues as necessary  
· To assist in the organisation of school trips for the Sixth Form along with any associated first aid requirements in cooperation with other staff. Manage and organise completed forms from parents  
· To keep records in accordance with the school’s record retention schedule and data protection law, ensuring information security and confidentiality at all times  
· To provide administrative support to any required process including taking minutes in meetings; collating, updating, and maintaining records whilst ensuring that the school’s legal obligations are met in relation to timescales 
· To update and distribute online and offline communications (e.g., letters, newsletters, social media posts etc.) to parents, staff, and other stakeholders  
· To act as one of the school Fire Marshalls. Training will be given. 
· To act as First Aider. Training will be given.
 

Standards & Quality Assurance:
· Be aware of and comply with policies and procedures relating Child Protection, Health, Safety and Security, Confidentiality and Data Protection, reporting all concerns to an appropriate person
· Maintain high professional standards i.e. formal, punctuality and attendance 
· Appreciate and support the role of other professionals 
· Participate in training and other learning activities and performance development as required Accompany staff and pupils on visits, trips and out of school activities as required


Whole-school organisation, strategy and development
· Contribute to supporting the school’s vision and ensure whole school values are represented and understood  
· Make a positive contribution to the wider life and ethos of the school

Health, safety and discipline
· Promote the safety and wellbeing of pupils and staff
· Maintain good order and discipline among pupils, managing behaviour effectively to ensure a good and safe learning environment

Professional development
· Take part in the school’s appraisal procedures
· Take part in further training and development to improve your role
Communication
· Communicate effectively with pupils, parents, and carers

Working with colleagues and other relevant professionals
· Collaborate and work with colleagues and other relevant professionals within and beyond the school
· Develop effective professional relationships with colleagues 
· Organise any relevant extra-curricular activities and visits which extend learning beyond the classroom
· Any other appropriate and reasonable activity as may be directed from time to time by the Headteacher.

Personal and professional conduct
· Uphold public and maintain high standards of ethics and behaviour, within and outside school
· Have proper and professional regard for the ethos, policies, and practices of the school, and maintain high standards of attendance and punctuality

Hours of Employment and Holidays 
This post is term time only (39 weeks, including staff INSET days) plus two weeks in the summer holidays. Monday to Friday from 8.00am to 4.00pm. 
This job description is not an exhaustive list of duties and the post holder will be required to undertake any other reasonable duties as discussed and directed by the Headteacher.

St Catherine’s Catholic School is committed to safeguarding and expects all applicants, referees and members of the school community to share this commitment
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St Catherine’s Catholic School

 Watling Street, Bexleyheath, Kent, DA6 7QJ	    01322 556333    info@stccg.co.uk   www.STCCG.co.uk


Headteacher :  Nicola Thompson BSc (Hons) NPQ
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Be a vibrant, inclusive, Catholic community
where there is mutual love, service and respect.
Offer opportunities to everyone on their unique
journey to nurture their strengths and potential.

Encourage everyone to positively serve our
society and the world by living our Gospel values.
Celebrate and empower
women of the future.
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