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SAPIENTIA EDUCATION TRUST

FAKENHAM ACADEMY & SIXTH FORM - JOB DESCRIPTION

SIXTH FORM ADMINISTRATOR
Term Time Plus 3 weeks
37 hours per week

	Line Manager:
	Assistant Headteacher 6th Form

	Salary:
	Support Staff Salary: SCP 7 - FTE £20,092.00
Pro Rata: £18,087 - £18,410


THE POST
We are seeking an Administrator to work in a multi-level role in our Sixth Form. Previous experience of working in administrative roles is essential, along with having great communication skills, being confident as well as being skilled in the use of Microsoft Office systems to include Word, Excel and Outlook.
Fakenham Academy & Sixth Form is a member of the Sapientia Education Trust (SET).
The first six months of employment shall be a probationary period and employment may be terminated by the Trust during this period at any time on one week’s prior written notice.  The Trust may, at its absolute discretion, extend this period for up to a further six months.  During this probationary period, performance and suitability for continued employment will be monitored.

JOB SPECIFICATION

Main duties and responsibilities are indicated below. The Sixth Form Administrator is responsible for:

· Undertake general office duties including act as a welcoming focal point of contact for all customers to the site reception, prompt responsive and helpful service for enquiries, reprographics, cash handling, processing mail to distribute and dispatch, filing and any other clerical duty as required.

· Work as Personal Assistant to the Assistant Headteacher for the Sixth Form, including maintaining diaries, arranging appointments and other relevant clerical tasks.

· Assisting the Sixth Form Management Team in tracking and monitoring student academic performance and achievements, collating and presenting data and assisting in the Government Census and other official returns.

· Assist in the timetabling of students, track and monitor attendance.
· Together with the Sixth Form Management Team work on the planning, preparation and assist in the delivery of student events including induction of new students, parent’s evenings, results days, Sixth Form enrolment.
· Administering all student records, reports and academic reviews gathering information from Heads of Department and Subject Tutors, compiling and distribution reports and reviews to parents and students.

· Undertake First Aid and Fire Marshall training.

· Controlling and inputting the Academy data on various platforms and ensuring records of data are accurate, correct and maintained in accordance with policies, procedures and specified timelines. 

· To engage with the management team, academic staff, students and their families.
· Ensuring that safeguarding requirements and other relevant regulations are in place and adhered to including the completion and recording of necessary checks.  

· To attend events, meetings and take minutes where applicable.

· To be responsible for administering and processing paperwork and complete appropriate documentation as required 
· To provide excellence in Customer Service and communication, this involves customer contact via the telephone, in person and in writing.

· Work in an organised manner ensuring information is complete, timely and accurate

· To comply with departmental and external rules, regulations and guidance.

· To comply with the Sapientia Education Trust Strategy regarding staff competencies and behaviours.
Conditions of Employment

· The above responsibilities are subject to the general duties and responsibilities contained in the written statement of conditions of employment (the contract of employment).

· Support and encourage the Academy’s ethos and its objectives, policies and procedures as agreed by the governing body.

· Uphold the Academy's policy in respect of Safeguarding matters and be subject to all relevant statutory and institutional requirements.

· You may be required to perform any other reasonable tasks as required by the Principal or a member of the Senior Leadership Team.
· This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so constructed.

· This job description is not necessarily a comprehensive definition of the post. It will be reviewed at least once a year and it may be subject to modification at any time after consultation with the post holder.

· All staff are required to participate in the Academy’s appraisal scheme.

Personnel

· Establish and maintain good relationships with all staff, students, visitors, suppliers and agencies.
General Responsibilities
Attend Academy events as required.

Participate in Academy emergencies as required, including locating students and staff, contacting emergency services and completing necessary documentation.

Attend relevant meetings and training sessions.

Assist in administration if required in the School. 
Keep up to date with associated developments and changes in requirements and regulations, and communicate appropriate information to colleagues.

To carry out responsibilities, commensurate with your position, as defined within the following policies and procedures:
· Equal Opportunities

· Health, Safety & Welfare

· Child Protection

· Data Protection 

· Risk Management

To undertake any other similar duties of this level as required by the Principal/Senior Leadership team, including providing clerical/admin support as required.
HOURS OF WORK

	Paid Weeks per year
	41 

	Working weeks
	Term Time, plus 3 week during School holidays

	Hours per week
	37 hours per week

	Normal Working Pattern
	Monday – Thursday – 7.5 hours

Friday – 7 hours

	Unpaid Breaks
	30 mins unpaid

	Holidays
	Holiday pay entitlement is included in the pro rata salary for the post and there is no entitlement to take holidays during term-time.  The salary includes an additional 5.46 to 6.45 weeks as holiday pay.

	CPD Days
	School CPD is included in your pro-rata salary and you will be expected to work on all published CPD Days that fall on your normal working days.  Any additional time required for CPD can be claimed on a timesheet.


REMUNERATION

Salary Details:

· Point 7 of the Support Staff Salary Scale
· FTE: £20,092 per annum

· Pro-Rata: £18,087 - £18,410 per annum

New post-holders will normally be appointed on the lower point of the salary scale, which will be reviewed on successful completion of the probationary period, depending on skills and experience.

Annual holiday entitlement for full-time support staff is 244 hours (including bank holidays), rising to 274 after 5 years’ service.  Holiday entitlement is pro-rata for employees who work less than 52 weeks per year and/or less than 37 hours per week. 

The post-holder will be entitled to join Fakenham Academy’s nominated pension scheme for support staff.

DRESS CODE

The post-holder will be expected to wear appropriate business attire.  All staff will be supplied with appropriate Staff ID. This must always be worn to ensure that students, staff and visitors are able to identify Fakenham Academy employees.

PRE-EMPLOYMENT CHECKS

All staff must be prepared to undergo several checks to confirm their suitability to work with children and young people.  The Trust reserves the right to withdraw offers of employment where checks or references are deemed to be unsatisfactory.
REVIEW

The Job Description will be reviewed annually as part of Fakenham Academy’s Performance Management programme.
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