[image: image1.jpg]


                      
The Cardinal Wiseman Catholic School

Administration Support Assistant

 Job Description                                                

.

	Job title:
	Administration Support Assistant

	Salary and Grade:
	Grade 6 (Points 18 - 20) Term Time Only.

	
	

	Hours:
	08.00 – 16.00 (35 hours a week)

	
	

	Line Managers:
	Senior Administration Officer ( SAO) 

	Supervisory Responsibility
	None




Main purposes of the job:

· To assist the SAO in the collection, monitoring, analysis and evaluation of school data.   

· To work as part of a team to cover priority tasks including working with and communicate effectively with students, school staff and parents / carers. 

· To act as Educational Visits co-ordinator.

· To administer and manage the Reach More Parents School App. 

· Successful candidates will need to be flexible to meet the changing needs of the school. Tasks will occasionally be reprioritised by the SAO
Main responsibilities and tasks:

Data

1. To support the SAO by producing attendance data each half term with statistical analysis of the different student groups. 

2. To support the SAO by producing Half-termly ‘follow me’ absence analysis of PA’s and vulnerable pupils

3. To support the SAO by liaising with LA on PA and ensure legal procedures are followed.

4. PA’s-keep spread sheet of list with letters home and interventions. 1st day phone calls for PA’s.

5. To support the SAO by monitoring and recording the attendance of students who are in alternative provision weekly. Alert appropriate AHT of any concerns

6. Produce punctuality data each half term with statistical analysis of the different student groups. 

7. Produce statistical analysis of Inclusion & Exclusions including graphical presentation

8. Produce statistical analysis data (with graphical presentation) of parents evening questionnaires & Bullying & Racist incidents

9. To support HOYs twice a half term with providing data for behaviour analysis

10. To support HOYs in preparing data ahead of achievement assemblies and Celebration of Success

11. Track the punctuality of pupils in alternative provision.  Alert appropriate SAO of any concerns

Student welfare 

1. To provide admin support for the processing of FSM

2. Liaise with parents and students who are PA’s, organise meetings with parents to discuss. 

3. Home visits – PA’s, Non-attendees, organise welfare checks

4. Support organisation of Saturday detention

5. Carry out tasks associated with Parental meetings 

6. When required, support the late detention programme with supervision.

7. Register students who are late for school 

8. Manage and use Inventry system

Attendance  
1. Receive and manage data on student absences including inputting information onto SIMs.

2. Inform Pupil Care team of any vulnerable students who are absent.

3. Check am registration, late arrival and P1, find and resolve missing entries. 

4. Send email messages to inform parents of a child’s absence from school.

5. Check pm registration. Find and resolve missing entries 

6. Support teachers in their training of SIMS attendance and adhering to school policy on registration (go to classrooms where registers have not been taken).

7. Locate any students who are missing from lessons, alert Pupil Care Team to support this. 

8. Create daily absence list – send to HOY’s along with 1st callers list information.

9. Respond to LOA requests and liaise with AHT / HoY

Punctuality

1. Send email notifications to parents daily.

2. Inform HOY when students are on 14+ lates

3. Punctuality – Organise weekly late detention; late detention schedule & reminders.

4. Send letters to parents regarding poor punctuality in line with the punctuality strategy.

5. Send letters to parents informing them of Saturday detentions.

Admin tasks 

1. Prepare celebration certificates e.g. certificates for achievement, progress and attendance

2. Prepare celebration postcards.

3. Maintain documents & records relating to CP, B & A Point analysis, At Risk, Bullying & Racist incidents.

4. Co-ordinate CP conference diary.

5. Prepare for Celebration of Success Evenings – letters, prizes, setting up.

6. Organise and prepare prizes for rewards system; purchasing vouchers and recording distribution.

7. Stationary purchases for the Pastoral Support teams

8. Offer support to Senior DHT, DoC & DoI when requested 

Educational Visits Co-ordinator

1.To support the Senior DHT in creating and updating policies and procedures for visits and activities on and offsite

2.To support the Senior DHT in overseeing efficient planning and coordination of the visits and activities on and offsite

3.To co-ordinate the planning and approval of visits and activities in conjunction with the Senior DHT, Headteacher, governing body and Local Authority

4.To provide administrative support and guidance for staff leading and/or attending visits and activities

5.To check that all trips are correctly costed and to liaise with the finance team on payment and ParentPay matters

6.To liaise with external providers e.g. TfL, coach companies etc.

7. To liaise with parents/carers on visits and activities on and offsite

8.To maintain accurate records of students, finance and other arrangements connected to visits and activities on and offsite, including risk assessments

9.To support the Senior DHT in evaluation of the impact of visits and activities on students’ learning and personal development, using Unifrog

10.To attend relevant training, including LA EVC training, and to ensure that information is disseminated to appropriate staff

Communication

1. To administer and manage the Reach More Parents App
Please Note:

(i) The above responsibilities are subject to the general duties and responsibilities contained in the written statement of conditions of employment (the Contract of Employment).

(ii) The postholder is required to support and encourage the school’s ethos and its objectives, policies and procedures as agreed by the governing body.

(iii) This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so constructed.

(iv) This job description is not necessarily a comprehensive definition of the post. It will be reviewed at least once a year and it may be subject to modification at any time after consultation with the post holder.
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