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Job title: Pastoral Administrator

Salary: 			Grade 4 (JNC 6-11)
Hours: 				35 hours per week
				Monday to Friday - 8.30am – 4pm 
Contract type: 			Permanent  
Reporting to: 			Headteacher’s PA
Responsible for: 		Pastoral Administration  

Main purpose

The Pastoral Administrator will support the Pastoral Team with administration tasks. They will do this by:

· Being flexible and self-motivated 
· Having excellent organisation skills
· Having strong communication and interpersonal skills
· Maintain computerised records/management information systems
· Undertake routine administrative procedures
· Operate relevant equipment/computer applications (e.g. Word, Excel, databases, spreadsheets, SIMS, Internet)
· Provide cover on Reception as and when necessary


Duties and Responsibilities

Support the Pastoral Team

· Excellent organisation skills, strong communication and interpersonal skills
· are essential
· Maintaining computerised records/management information systems
· Undertake routine administrative procedures
· Operate relevant equipment/computer applications (eg. Word, Excel, databases, spreadsheets, SIMs, internet)
· Undertake any other tasks required


Support to Academy 

· Promote and safeguard the welfare of children and young persons you come into contact with.
· Organise paperwork and information for the Pastoral Team 
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· Contribute to the overall ethos/work/aims of the Academy.
· Attend relevant meetings as required.
· Participate in training and other learning activities and performance development as required. 

Please note this is not a comprehensive list of all tasks that the Administrator will carry out. The postholder may be required to do other duties appropriate to the level of the role.


Person Specification 
[bookmark: _Int_CS5Qf7cZ](this is a guide and is not expected that any one candidate will necessarily fulfil all of the list points)

	Skills
	Assessed 

	Qualifications

· English and Maths GCSE (C or above/ Grade 4 or above)
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	Experience 

· Evidence of working successfully as an administrator
· Working within a school/academy environment
· Demonstrate your ability to overcome a difficulty   
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	Knowledge 

· Be able to apply the Academy’s policies effectively 
· Understanding of working in a setting to educate young people 
· To be able to deal with parents and other agencies effectively 
· Understands how to effectively safeguard young people
· knowledge of how to use the Applicaa enrolment system
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	Leadership

· Has high standards and expectations of yourself
· Is a motivator of others
· Is an effective team player
· Has integrity and accountability 
· Has excellent intra/interpersonal skills 
· Does not shy away from a challenge 
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