Job Description:

Sixth Form Office Manager 

Work Directed by:
Head of Sixth Form 
Performance Reviewer/

Team Leader:

Headteacher’s P.A.  
Purpose of the Post:
To provide support to teaching staff with responsibility 
for Sixth form and to carry out systems of student monitoring and support as required

Pay Range:


Scale 7
Time Allocation:

36 Hours + 5 days holiday working
8.15 am – 4.00 pm (Monday to Thursday)

8.15 am – 3.45 pm (Friday)

Main Duties and Responsibilities:

· To provide administrative support for the Head of Sixth Form and Sixth Form Team
· To deal with applications for sixth form places, using the Applicaa + system, requests to schools for references and the range of necessary administrative tasks relating to post – 16 induction and admissions, including the co-ordination of new student Orientation Day
· To co-ordinate arrangements for Sixth Form events for example, Open Evening and Years 12 and 13 Parents Evening

· To undertake Bursary Fund admin processes, to ensure up to date information is available re course changes, PLAMS data etc 

· To monitor attendance in the Sixth Form and deal with resulting correspondence 

· To deal with a range of enquires from students, parents, employees and other stakeholders

· To maintain efficient systems of filing including, for example, the archiving of sixth form records 
· To undertake administration of Sixth Form pastoral system and work closely with Head of Sixth Form and Head of Years 12 and 13 to ensure smooth running of above 
· To triage students pastoral care, dealing with a range of issues as they arrive and escalating upwards as necessary  

· To carry out and administer first aid duties in the Sixth Form Centre 

· To liaise with teachers and Heads of Year to ensure report deadlines are met.

· Distribute student round robins/interim reports as requested.

· To undertake any tasks required by the Sixth Form staff
