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MOUNT ST MARY’S CATHOLIC HIGH SCHOOL

PASTORAL SUPPORT OFFICER - JOB DESCRIPTION
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Salary Scale     Salary Scale C1 - £22,183-£24,491 , per annum, pro rata 



(actual starting salary £18,888 per annum)

              37 hours per week, term time only + 5 days

Responsibilities and Duties
· To provide effective administrative support to school staff to ensure the smooth operation of the specific Year Office.

· To provide administrative support to a specific Year Leader.

· Working with the Year Leader and Student Advocate to co-ordinate and manage information, data and documentation relating to all aspects of student attainment, attendance and behaviour for a designated year group.
· To monitor attendance, as part of an attendance team, and provide information and actions to staff and parents for said year group.
· To liaise with teaching and support staff to gather information on behalf of Year Leader.
· To effectively communicate and record all aspects of student care.

· To assist in the organisation and administration of Year functions such as visits from other professionals and agencies and events such as Consultation Evenings and residentials. 
· To join in with a range of year based activities, for example inter-form competitions, quizzes, trips, residentials.

· To display commitment to the protection and safeguarding of children and young people.

· To support students to re-integrate and ‘catch up’ when they return to school.

· To maintain records on student behaviour and attainment using Sims.net and excel, following internal procedures and guidelines.

· To monitor the Year Leader’s diary for appointments with all stakeholders.
· To take an active role in the development and use of the schools Sims.net system in order to improve data reports for monitoring student profiles.

· To take an active role in the development and use of the data analysis and Year SEF.

· To produce letters, reports, flyers, newsletters, posters, forms and templates on behalf of the Year Team.

· To assist with the correction and collation of reports.

· To maintain accurate attendance and punctuality data.  This includes liaising with parents/form tutors regarding absence.  Produce and distribute letters home to give parents an update on their child’s overall attendance and actions taken if necessary.
· To make contact with parents on a range of issues and act as first point of contact for parents and prospective parents.
· To follow up student/staff concerns, making telephone calls and written contact with parents as appropriate.

· To undertake consultations with staff and other professionals as required and deal effectively with queries wherever possible.

· To communicate concisely with Line Manager on work progress.

· To work with other student support workers to share good practice/offer support to one another on a regular basis.

· Ensure all documentation relating to students is updated on a regular basis.

· Attend, organise and contribute to year team meetings and keep accurate minutes.

· To take an active interest in own personal development and maintain own personal staff development records.

· The post may include collecting and handling cash, for example payments for school uniforms, photographs and trips.

· To support the Year Team in the administration, distribution and development of registration and PHSCE materials.

· Work with the Year Leader in supporting the behavioural structures of the school.
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