ST THOMAS AQUINAS CATHOLIC SCHOOL

PASTORAL ASSISTANT (Student Welfare)  Grade 4
	
	Essential
	Desirable

	KNOWLEDGE AND EXPERIENCE
	A willingness to support the Catholic ethos of the school
Experience working with families and young people in an educational

context
Experience of working in an educational environment - ideally linked to attendance/pastoral support
Experience of working alongside parents/pastoral staff and outside agencies in a supportive role

Experience in administration and/or data analysis.

Experience in formulating and implementing policies and procedures and creating new systems and processes to develop efficiency.

 
	Experience of using a school management information system such as Bromcom/CMIS/SIMs.

	SKILLS / ABILITIES
	Up to date knowledge of a range of educational legislation and school policies/awareness of risk.

Outstanding role model

High level interpersonal skills
Ability to interact positively with young people with confidence to challenge behaviour in accordance with relevant school policies.

Ability to work with and motivate vulnerable students.
Excellent leadership skills

Very good organiser
Excellent ICT skills including Word, Outlook and Excel. 
Effective written and oral communication and presentation skills

Effective time management and organisational skills.

Understanding of social/welfare issues that may impact children and families.

Ability to work on own initiative and under pressure to tight deadlines.

Ability to analyse, present and interpret data.

Ability to learn new skills and processes quickly
	


	QUALIFICATIONS
	Degree or equivalent level qualification. (preferable but not essential)
GCSE/O-level in English & Mathematics
	ICT Qualification 


	APTITUDES


	Optimistic and positive “can do” personality
Willingness to deliver success whatever the difficulty
Commitment to the highest standards

High level of motivation and flexibility
Ability to work without supervision and as a team player. 

Ability to motivate others.

A good sense of humour


	

	CONTRA-

INDICATIONS
	Difficulties in relationships with colleagues, pupils or parents.
Inability to work under pressure

Pattern of absence from work
	


