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	KING EDWARD VII SCHOOL and LANGUAGE COLLEGE

JOB DESCRIPTION



	CHILDREN AND YOUNG PEOPLE’S DIRECTORATE
	King Edward VII School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment

	SERVICE AREA


	KING EDWARD VII SCHOOL 

	POST TITLE
	Post 16 Administration Assistant Officer.

	SALARY RANGE
	Grade 3 (BS2)

SCP 5 to 6 

	RESPONSIBLE TO
	Assistant Headteacher with responsibility for Post 16

	RESPONSIBLE FOR
	N/a

	HOLIDAY AND SICKNESS RELIEF
	Other members of the administration teams

	PURPOSE OF JOB
	To assist with and operate administrative systems within the Post 16 office.
To assist with the planning and development of Post 16 administrative systems.



	JOB DESCRIPTION FOR POST OF:- Post 16 Administration Assistant Officer

	

	SPECIFIC DUTIES AND RESPONSIBILITIES


King Edward VII School is a very large 11-18 comprehensive School operating on two sites. The provision and continuing development of Post 16 provision is fundamental to its future effectiveness and success.
DUTIES

Organisation

· Contribute to the planning, development and organisation of Post 16 administration systems/procedures/policies

· To prioritise tasks in order to meet necessary schedules and deadlines

· To act as the first point of contact for students and external enquiries by telephone, email and in person for Post 16 matters 
· To liaise with Assistant Headteacher with responsibility for Post 16, Post 16 Raising Achievement Leaders, Post 16 pastoral managers, teaching staff and support staff as necessary

Administration 

· To contribute to the development, maintenance and operation of record/information systems as follows:

· External applicants’ data onto SIMs and updating their application status and subject choices until enrolment

· Maintain SIMs regarding students’ subjects e.g. record any changes in subject choice, blocking, or discontinuing a subject

· Applications to Post 16 using online systems

· Unifrog Careers information and guidance and reference provision
· Review data from teaching staff and data to link to external progression tools such as University and College Admission Service (UCAS) and Unifrog
· Manage daily absence notes, emails and phone calls for Key Stage 5
· Input/enter and update attendance data on SIMS, monitoring registers and ensuring accuracy at all times

· Assist with the administration of the 16-19 Bursary Scheme
· Monitoring student attendance, following up absences and related work  

· Maintain and update files of students’ details

· Assist with the administration the UCAS application system

· Provide detailed analysis and evaluation of data as required

· Produce detailed reports/information as required

· Produce, and respond to, complex correspondence 

· Assist with the completion and submission of complex forms, returns etc., including those to outside agencies e.g. Department for Education (DfE) and UCAS

Resources
· Operate relevant equipment/complex ICT packages

· Provide advice and guidance to staff, students and others

· Undertake research and obtain information to inform decisions

· Assist with the marketing and promotion of the School by updating prospectus details and providing administrative support for Open Evening
Miscellaneous Duties
	· Establish constructive relationships and communicate with other agencies/professionals 

· Comply with and assist with the development of policies and procedures relating to safeguarding child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person

· To check, monitor and care for the physical learning environment within the department e.g. to report/deal with damage promptly

· Be aware of and support difference and ensure equal opportunities for all

· Contribute to the overall ethos/work/aims of the School
· Attend and participate in regular meetings

· Recognise own strengths and areas of expertise and use these to advise and support others 

· To be willing to undertake training and professional development as required of the post.

· Any other duties and responsibilities that do not change the character and purpose of this post as may be required by the Headteacher

All the above duties and responsibilities to be carried out in accordance with Sheffield City Council’s Policies, Standing Orders and current legislation with an emphasis on Customer Care, Equal Opportunities, Data Protection and Health and Safety.

May 2025



Person specification

	Minimum Essential Requirements
	Method of Assessment

(Application form, interview, assessment and references)

	Qualifications/Knowledge

	•  4 GCSE’s or equivalent, including English & Maths to grade C or equivalent 

•  Evidence of commitment to continued professional development to support areas of the job role

•  Recent and relevant professional

development and understanding of the School environment
	• Application form

• Application form

• Application form/interview



	Skills/Experience

	•  To be friendly, approachable and non-judgmental and engage constructively with colleagues and students from a variety of backgrounds

· Self-motivated, enthusiastic and able to work on own initiative when appropriate

· Dependable

· Flexibility, sociability and good humour

· Able to communicate, both verbal and written with a range of young people and adults, using non-technical language

· Excellent organisational skills

· Able to work independently or as part of a team

· Patient, helpful and pleasant manner

· Methodical, well organised and able to prioritised

· Good Excel skills are essential along with a knowledge of SIMS or School management systems

· Understanding of the importance of careers and work experience in Schools


	•  Application form, interview and

assessment

• Application form, references,

interview and assessment

• Application form, interview,

assessment

• Interview

• Application form, interview,

references

• Application form, interview,

assessment, references

• Application form, interview,

assessment, references

• Interview

• Application form, interview,

assessment, references

• Application form, interview,

assessment, references



	Work Related Circumstances

	•  Ability to manage working hours

flexibly to meet the demands of the

role

•  Willingness to undertake further

development
	• Application form and interview

• Application form and interview





