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Trinity School, Sevenoaks
Job description & Person Specification
Sixth Form Co-Ordinator

Job Title:	Sixth Form Co-Ordinator
Responsible to:	Head of Sixth Form
Location:	Seal Hollow Road, Sevenoaks, Kent. TN I 3 3SL
In everything set them an example by doing what is good. Titus 2:7
As a faith school it is our vocation, moral obligation and delight to provide the best possible education for each student as part of a Christian community.
All staff will:
· Play a full part in the life of the school community, support its Christian mission, ethos and policies and encourage staff and students to follow this example.
· Fulfil responsibilities with regards to safeguarding (including reporting concerns to the designated child protection officer)
· Be involved in the school's community service, as required.
· Model Trinity values to parents and students
· Be positive, dynamic and challenging in all aspects of work
· Foster the school's inclusive ethos providing a common life based on the Christian family and nurturing everyone regardless of race, gender, sexual orientation, religion or ability
· Share direct accountability for the establishment of Trinity School as an outstanding school
· Take responsibility for their own learning and development
· Develop the skills and talents of other members of the community
· Ensure their own well-being and that of others by establishing an appropriate balance between life and work
· Play an active part in the life of the school and its community
· Develop social cohesion and positive links with the whole of our local community
· Adhere to the school community's standards, policies, systems and procedures in relation to students, health and safety, personnel and financial management.
· Agree annual performance targets, with a view to own continuous improvement
· Undertake any other duties that may reasonably be required by the Headteacher.

The Governing Body is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. An Enhanced DBS check will be carried out for the successful candidate
Education for life in all its fullness
Main Purpose
The Sixth Form Co-Ordinator forms part of our Sixth Form team and reports to the Head of Sixth Form. The Sixth Form Co-Ordinator, working in conjunction with the other Sixth Form Co-Ordinator, jointly have responsibility primarily for ensuring the efficient and accurate organisation of all aspects of the school's Sixth Form administration arrangements and processes.

Main Responsibilities

Manage all administrative tasks relating to Sixth Form activities including;

· Taking Support session registers to ensure all students are where they are meant to be
· Creating study centre power points each week
· Creating student duty rotas including Reception Duty and lunch duty ensuring all Year 12 and Year 13 students are included. 
· Overseeing the organization of the Year 13 leavers prom, leavers book and leavers hoodies. 
· Support with the organisation of the lecture and enrichment programme with the assistance of the Assistant Heads of Sixth Form including organising speakers for "Friday lectures"
· Record and update various tracking information spreadsheets including work experience placements, service, careers/higher education, etc.
· Support Head of Sixth Form and Assistant Heads of Sixth Form with all administrative tasks
· Organise Sixth Form trips with the support of the Head of Sixth form and Assistant Heads of Sixth Form and liaise with the Finance Officer to ensure costs are calculated correctly, payments are available on ParentPay and agree a payment deadline date. Ensure letters detailing the trip/event are sent to parents/carers.
· Responsible for collating and filing all Sixth Form students paper files
· Ensuring SIMS is up to date with all information for the census. 
· Processing and submitting of tracking requirements to The Education People, KCC & MIS
· Maintain the Sixth Form section of the school website.
· Updating all Sixth Form students information on SIMS.
· Off roll all Year 11 leavers on SIMS with details of their onward destination.
· Off roll all Year 13 leavers on SIMS with details of their onward destination
· Monitoring & distribution of ‘green passes’.
· Process subject change forms ensuring data is correctly logged on SIMS
· Manage the 16-19 Bursary including ordering items required for students, processing reimbursements, keeping a log of expenditure and ensuring all is up to date and correct ahead of it being audited at the end of the academic year. 
· Build a good working relationship with the Sixth Form Co-Ordinator (job share) ensuring a detailed daily handover
· Complete a first aid at work training course and administer first aid as and when required.

		Admissions;
· Be the first point of contact for all Sixth Form admission enquiries, liaising with other internal and external sources when required.
· Support Head of Sixth Form with the Sixth Form Admissions procedure including recruitment and marketing whilst overseeing the submission of applications and ensuring application statuses are updated via Kent Choices.
· Conduct school tours for enquirers for Sixth Form.
· Ensure that all Sixth Form Open Events are advertised on Kent Choices and the Sixth Form area of the Trinity website, that application open and close dates are clearly advertised and all course information is correct. 
· Liaise with Middle Leaders to ensure their courses are up to date in the Sixth Form Course Directory ahead of the Open Evening and applications opening.
· Process all applications via Kent Choices and ensure that all updates are made accordingly and communication with applicants is made.
· Organise meetings for all Year 11 students with Head of Sixth Form, Assistant Heads of Sixth Form, Careers Officer or other members of SLT during terms 3 & 4.
· Organise meetings for all external applicants with Head of Sixth Form, Assistant Heads of Sixth Form or other members of SLT during terms 3 & 4.
· Log destinations of Year 11 students moving on at the end of Year 11 alongside the Head of Year 11 and pastoral lead.
· Send reference request letters to the students’ current school once Conditional Offers have been sent to external applicants,
· Create new students to Sixth Form on SIMS and request paper files, CTFs, safeguarding and SEND files from previous schools for new students to the Sixth Form.
· Ensure all students remaining at Sixth Form are rolled over into Year 12
· Assisting with the smooth running of the Year 12 Induction Day.
· Create all student timetables on SIMS using Academic Management ensuring all students are allocated their correct subjects. 
· Be available on GCSE results day to enroll and support students alongside Head of Sixth Form and Assistant Heads of Sixth Form and deal with communication and administrative tasks in the week leading up to the first day of school in September. 

Attendance;
· Ensure Support registers are completed at the start of each lesson and missing students are located. 
· Ensure form registers are completed each morning and each subject lesson register is also completed by checking the ‘Missing Registers’ on the SIMS homescreen. Send SIMS alert to teaching staff that have not completed registers. 
Ensure all Sixth Form attendance is up to date.
· Send Unexplained Absence Message to parents/carers of students that have not been marked in school and contact parents if students are signing out during the school day without permission. 
· Ensure absences are coded correctly.
· Monitor any patterns in absences and report to Assistant Heads of Sixth Form.

Post 18 Support;
· Assist and support all students with the UCAS application process and coordination of reference writing. 
· Offer careers support and liaise with Careers Lead/Adviser regarding students that are unsure of their next steps.
· Be available, where possible, on A Level results day to provide guidance and support to students and parents alongside Head of Sixth Form and Assistant Heads of Sixth Form. 
· Organise Year 12 Higher Education Information evening for parents/carers.
· Organise Year 12 mock interview day.

Pastoral/Safeguarding;
· Oversee supervision of the Sixth Form Centre monitoring and maintaining behaviour and a positive work ethic. 
· Provide pastoral support for students in the Sixth Form referring to Head of Sixth Form, Assistant Heads of Sixth Form or DSL where needed
· Assist with logging any behaviour concerns
· Ensure all safeguarding concerns are logged on CPOMS. 
· Provide updates to DSL, when required, for meetings with external agencies as well as being available to attend these meetings in person or online when required
· To work closely with the Designated Safeguarding Lead and Assistant Designated Safeguarding Lead in order to promote welfare of students. 
· Assist Assistant Heads of Sixth Form with uniform checks
· Manage communication and allocation of students for counselling, mentoring, creative intervention and Shine Girl courses. 


The post holder may be required to perform duties other than those given in the job description for the post. The particular duties and responsibilities attached to posts may vary from time to time without changing the general character of the duties or the level of responsibility entailed.
Person Specification
	
	Essential
	Desirable

	Qualifications

	· GCSEs (or equivalent) with grade C or above in English and Maths

	

	Experience



	· Previous office/ administrative experience 
	· Experience of working in a school environment 
· Experience of working in a school sixth form

	Knowledge

	· Understanding of the concept of internal and external customer service and the importance of providing this to ensure a successful school
· Knowledge of safeguarding requirements for working with children

	· Working knowledge of SIMS 


	Skills

	· Excellent IT skills, intermediate Excel and Word
· Good standard of numeracy and literacy
· Good written and verbal communication skills with the ability to communicate effectively with a wide range of people and personalities
· Excellent organisational and time management skills
· Ability to balance priorities and responsibility for the completion of a task
· A good skill level of checking integrity of data
· Willingness to take part in additional training when the acquisition of new skills is required
	· Ability to use a range of school specific packages


	General/
Personal Qualities

	
· Smart, business-like, professional appearance
· Capacity to remain calm and to cope under pressure
· A team player, collaborative worker
· Self-motivated
· Initiative
· Proactive
· Ability to contribute greatly to the wider life of the School
· Driven with a desire to improve systems within a specialism
· Resilient
· Strives for excellence in every aspect of school life
· Understanding the need to convey the professional image and ethos of the school
· Organised, accurate and detail conscious
· Maintain confidentiality and work with discretion at all times
· Conscientious and reliable
· Determination and perseverance
· Enthusiasm
· Patience

	






Signed: ………………………………………………	Employee: ………………………………….


image1.jpeg




