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JOB TITLE:


SIXTH FORM ADMINISTRATOR 
JOB PURPOSE:
To provide comprehensive clerical and administrative support in Sixth Form for the Head of 6th Form, teaching staff and students. To receive visitors/students/contractors into Sixth Form reception alongside main school reception.  Answering, forwarding and dealing with phone calls as appropriate.  To provide support in the Sixth Form Learning Resource Centre.
ACCOUNTABLE TO:

Admin Team Leader
SCALE: 


Band 4 Points 12 – 17
Duties and Responsibilities:

Achieve and Learn Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.
· Meet and greet visitors/contractors/parents, sign them in using the visitor management system, escort or direct them to destination, as required. Check and record DBS details as necessary.
· Assist students at reception when signing in and out for appointments and signing in when late.
· Manage all aspects of the Sixth Form Admissions process: process initial enquiries and applications, build admissions matrix and subject option blocks in conjunction with teaching staff/Head of Sixth Form, send conditional offer letters, plan Taster Days and send invitations, request references and organise collection and accurate input of enrolment data into SIMS.
· Monitoring and responsibility for student attendance. Keep SIMS updated. Send daily messages home to the families of students who are absent for safeguarding purposes and chase replies. Provide data for Head of Sixth Form on a half termly basis or when required.  Inform Head of Sixth Form of any student giving cause for concern.
· Office skills - creating letters/documents as required by Head of Sixth Form and other members of staff using the Microsoft suite of applications.
· Provide administrative support for events and trips involving Sixth Form students.
· Ensure 6th Form data is accurate on SIMS for School Census (PLASC) Government return (with Head of 6th Form /Business and Finance Director).
· Co-ordinate Sixth Form Open Evening. Involvement in marketing plan, preparation of leaflets, staffing and other information.
· Manage the collation of the Sixth Form course booklet co-ordinating entries from the Head of Sixth Form and course tutors.
· Manage the administration of the Student Bursary scheme. Distribute information and forms to parents.  Check and validate assessments; monitor usage and confirm payments to Finance Staff.
· Student signing in and out register – monitor Year 12 & 13 students on and off site.
· Ensure up-to-date student registers are always available for the purposes of fire registers.  Fire drill organisation including accounting for 6th form students on site with form tutors/Head of sixth Form.
· Behaviour management of students in the atrium and dining/reception at all times. 

· Record Sixth Form room bookings in diary.   Liaise with catering staff to arrange refreshments for meetings when necessary.
· Organisation and distribution of Year 12 individual and group photographs.
· Stationery ordering.
· Supporting the Head of Sixth Form with the administration of Parents/Carers’ Evenings using School Cloud. 
· Attendance at GCSE results day.  Co-ordination of student interviews for enrolment into Sixth Form.  
· Download and import school to school electronic transfer files and take leavers off roll at year end and throughout the year as required.
· TV monitoring/messaging for students on screen.

General Requirements
All staff are expected to:

· Work towards and support the academy vision and current objectives outlined in the Academy Improvement Plan.

· Contribute to the school’s programme of extra-curricular activities e.g helping at Open Evening.

· Support and contribute to the school’s responsibility for safeguarding students.

· Work within the school’s health and safety policy to ensure a safe working environment for staff, students and visitors.

· Work within the Trust’s School’s Equality Objectives to promote equality of opportunity for all students and staff, both current and prospective.

· Maintain high professional standards of attendance, punctuality, appearance, conduct and positive, courteous relations with students, parents/carers and colleagues.

· Adhere to policies and circulars.

· To undertake any other duties commensurate with the grading of the post as directed by the Headteacher.

Review:

This job description is not necessarily a comprehensive definition.  It will be reviewed as and when deemed appropriate in line with the needs of Achieve and Learn Trust.   It may be subject to change or modification at any time following consultation. 

Name of Postholder:____________________________________________

Signed:_______________________________ Date:____________________ 

Name of Line Manager:_________________________________________

Signed:_______________________________ Date:____________________ 
	PERSON SPECIFICATION
	METHOD OF ASSESSMENT 
	ESSSENTIAL / DESIRABLE

	1.  Qualifications/Training etc.
	

	GCSE Grade C or higher in English and Maths or equivalent.


	A/C/I
	Essential

	2.  Experience
	

	Two to three years’ experience in a relevant role.

ICT literate – Excellent keyboard skills, accurate and fast typing speeds, use of variety of ICT packages.

Experience of working as part of a team.

Experience of communicating, on a regular basis, by telephone, e-mail and in person with a range of people.
	A/I

A/I

A/I

A/I


	Essential

Essential

Essential

Essential



	3.  Knowledge
	

	Knowledge of administrative procedures, including relevant ICT packages and systems.

Excellent mathematical skills, attention to detail, with an ability to spot numerical errors.

Knowledge of local and national school admission policy

Experience of working in an education setting with an understanding of the admission and attendance processes would be an advantage.

Knowledge of Sims database


	A/I

A/I

A/I

A/I

A/I


	Essential

Essential

Essential

Desirable

Desirable



	4.  Skills & Abilities
	

	Excellent communication skills.

Self-motivated with proven ability to work on own initiative and to organise and prioritise tasks.

Willingness to adapt to a changing environment and meet differing challenges.

Highly organised individual who pays good attention to detail and accuracy.

Smart, professional appearance.

Understand the need for confidentiality.

Evidence of a pro-active approach to planning and prioritising work, with the ability to use initiative appropriately.

Patience and a flexible approach to work.

Willingness to undertake training and keep abreast of current issues relevant to own area of work.
	A/I

A/I

A/I

A/I

A/I

A/I

A/I

A/I

A/I

A/I

A/I


	Essential

Essential

Essential

Essential

Essential

Essential

Essential

Essential

Essential

Essential

Essential



	5. Attitude and Approach
	
	

	Smart, professional appearance

Boundless energy and vision; resilience and ‘can do’ approach.
Positive and proactive approach to continuous improvement.

	A/I

A/I

A/I
	Essential

Essential

Essential




* Method of Assessment: A = Application form, C = Certificate, E = Exercise, 

I = Interview, P = Presentation, T = Test, AC = Assessment centre
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