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THE SOUTHFIELD GRANGE CAMPUS

one campus one community




JOB DESCRIPTION

Job Title:  Pastoral Administration Assistant                   Grade/Level:  Level 2
Job Purpose: 
Working under the direction of the Pastoral Team Manager to support the day-to-day administrative function of the Pastoral Support Department.
Reporting to:

Pastoral Team Manager.

Responsible for:
No line management responsibility.
Core Duties:
· To be an effective member of the Pastoral Support Department contributing to overall school improvement.

· General administrative and clerical duties as directed by the Pastoral Team Manager - tasks including but not limited to:
· First point of contact for all aspects relating to the pastoral work of the school.
· All administration tasks relating to session calls, detentions, behaviour etch ensuring effective communication, recording and reporting.
· Input of relevant data onto Progresso or any other pastoral support data.
· Support with the supervision of students and their behaviour in the Pastoral Department Office area. 

General:

· Contribute to Campus life and the overall vision, values and guiding principles of the Campus.

· Attend and participate in training events and participate in project teams.

· Attend, lead and participate in regular meetings.

· Comply with policies and procedures relating to safeguarding, child protection, health, safety and security and confidentiality, reporting any concerns.

· To carry out any other reasonable requests as and when required.

· Contacts will be internal at all levels, parents/carers, Trustees, Governors, community groups, Health, Social Services, Local Education Authority, contractors, external agencies.

Whilst every endeavour has been made to outline the main responsibilities and duties of the post, the above is not an exhaustive list of responsibilities.  As business changes roles will naturally evolve.  Job descriptions will be reviewed with postholders and updated periodically to reflect this.[image: image2.png]
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