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JOB DESCRIPTION


	POST TITLE:  

	Staff and Student Support Officer

	RESPONSIBLE TO:

	Vice Principal, Student Support

	GRADE:

	Support Staff Salary Pts 7-9

	WORKING WEEKS:

	Term Time only plus 5 additional days

	PURPOSE OF POST:

	The postholder will undertake two complementary roles, providing effective support to both students and staff. As Student Support Officer, they will co-ordinate support for students' health and medical needs and promote opportunities for student leadership and engagement. As Staff Support Officer, they will administer and monitor systems that support staff attendance, recruitment, induction, development and wellbeing.
The role requires close working with students, staff, parents/carers, senior leaders and external stakeholders, and therefore demands excellent interpersonal, organisational and communication skills, together with the ability to handle sensitive information confidentially.



Main Duties & Responsibilities

As Student Support Officer, you will:

1. create and maintain Individual Healthcare Plans for students with identified medical conditions, in consultation with students, parents/carers and relevant healthcare professionals, ensuring that reasonable adjustments and support arrangements are communicated and implemented appropriately.

2. ensure that students’ health and medical needs are supported in College and when students might be on trips including residential visits. 

3. liaise with relevant external agencies and colleagues, including pastoral and Learning Support teams, to ensure that students’ health and medical needs are being supported appropriately.

4. work with the Vice Principal, Student Support on the creation and implementation of the College’s Allergies policy and practices.

5. act as one of the College’s trained First Aider and Mental Health First Aider, providing initial support and signposting to appropriate internal and external services where required.

6. co-ordinate the celebration of students’ achievements, including the nominations of relevant students for awards both within College and for external ceremonies.

7. help to communicate College wide events and engage students to participate fully.

8. provide opportunities for students to develop their leadership skills and to express their opinions about College, local and national projects such as participating in panels and group discussions, meeting visitors and supporting events.

9. help with guidance discussions of prospective students during the admissions process.

As Staff Support Officer, you will:

1. be the initial point of contact for members of staff reporting absences, inform appropriate colleagues about the reasons for absence and the work being set for students, and co-ordinate the completion of registers for absent colleagues and input the absences into SamPeople.

2. arrange for cover of classes of absent colleagues, in liaison with members of the Senior Leadership Team, including through supply agencies as appropriate.

3. co-ordinate the setting up and monitoring of the appraisal process for all colleagues.

4. co-ordinate the setting up and monitoring of the induction process for new colleagues

5. administer and monitor appraisal documentation and timelines, reporting completion rates and outstanding actions to relevant leaders. 

6. book staff development activities including travel and accommodation arrangements as appropriate.

7. co-ordinate the dissemination and completion of mandatory training for colleagues.

8. co-ordinate the schedules and activities for interviews of applicants for jobs at the College.

9. support Enrolment by coordinating staff rotas.

10. work with the People and Curriculum Support teams to ensure correct checks for any colleagues working with students have been received, reviewed and logged

Other Responsibilities	

1. support the work of the College’s Senior Leadership Team by assisting with the production of self-assessment and quality improvement documentation, and with other administrative duties

2. help to produce reports for governors’ meetings and for internal and external audits and reviews

3. assist with the College’s Open Events

4. produce, distribute and collate the College’s methods of gathering the feedback of students, members of staff, parents/carers and stakeholders including via surveys

5. produce and share minutes or notes of College meetings, as required

6. carry out duties, commensurate with the position, as determined by the Principal according to unexpected College needs

General Duties
1. Process and maintain confidential staff and student information in accordance with UK GDPR, data protection legislation and Trust policies.
2. To respect confidential issues linked to home/student/teacher/College work and to keep confidences as appropriate.

3. To support and promote the ethos and wider life of the College and to make a contribution to this shared responsibility.

4. To be informed about the financial basis of the operation of the College and to assist in seeking ways of deploying and maintaining resources to the maximum benefit of the students.

5. To supervise the use and care of the College fabric and equipment by the students and to ensure their adherence to relevant health and safety regulations.

6. Ensure that you work in line with all the Academy/Trust policies and procedures and ensure that you are aware of your obligations under these.

7. Behave according to the relevant Trust Code of Conduct and ensure that you are aware of your obligations and responsibilities re: conflicts of interest, gifts, hospitality and other matters covered by the Code.

8. To comply with health and safety policies, organisational statements and procedures, report any incidents / accidents/ hazards and take a pro-active approach to health and safety matters in order to protect yourself and others.

9. You are required to safeguard and promote the welfare of children/students for whom you have responsibility, or with whom you come into contact, to include adhering to all specified procedures.

10. This post is deemed to be a ‘Customer Facing’ role in line with the definition of the Code of Practice on the English language requirement for public sector workers. 

11. This post is subject to an enhanced disclosure.  The successful applicant will be subject to the relevant vetting checks before an offer of appointment is confirmed.  Following appointment, the employee will be subject to rechecking as required from time to time by the Trust.

12. Any other duties of a similar nature related to this post that may be required from time-to-time.
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Key 
AF Application form including personal statement 
S Selection Process including interview 
R Employment References 
C Certificates 
D Enhanced Disclosure and Barring Services Criminal Check 
 
	 
	Criteria 
	Essential/ 
Desirable 
	Stage Identified 

	 
	Qualifications & Education 
	 
	 

	1 
	5 GCSE A*-C (or equivalent) including English and Maths

	E
	A, C  

	2 
	A level or equivalent Level 3 qualifications

	D
	A, C  

	 
	Experience & Knowledge 
	 
	 

	3
	Developing, managing and operating administrative and organisational systems

	E
	A, S  

	4 
	Recent experience of administrative work in an educational establishment
	E
	A, S  

	5 
	Experience of working with a wide range of IT systems

	E
	A, S  

	6
	Knowledge or experience of supporting children or young people with medical, welfare or wellbeing needs
	E
	A, S, R

	7
	Experience of handling confidential and sensitive information with discretion and professionalism
	E
	A, S, R

	8
	Experience of working with young people in an education, careers, training or employment setting 

	D
	A, S, R  

	 
	Skills 
	 
	 

	9 
	Excellent organisational/administrative skills
	E
	A, S, R 

	10
	A good degree of attention to detail and accuracy
	E
	A, S  

	11 
	First Aid and Mental Health First Aid training, or willingness to achieve qualifications
	E
	A, S, C 

	12
	Ability to work on own initiative and also effectively as part of a team to achieve common goals
	E
	A, S, R

	13
	Understanding of safeguarding responsibilities and professional boundaries when working with children and young people
	D
	A, S, R




	 
	Personal Attributes 
	 
	

	14
	Ability to communicate effectively and appropriately with all College stakeholders including students, parents/carers, colleagues and governors

	E
	A, S, R

	15 
	Ability to work under pressure and prioritise effectively

	E
	A, S, R

	16 
	Positive, professional and flexible approach

	E
	S, R 

	17 
	Demonstrable ability to build positive and professional relationships with students, colleagues, parents/carers and external partners

	E
	A, S, R 

	 
	Special Requirements 
	 
	

	18 
	Ability to form and maintain appropriate relationships and personal boundaries with children 
	E 
	D

	19 
	Suitability to work with children/young people  
	E 
	S, R, D

	20 
	The ability to communicate at ease and provide advice in accurate spoken English 
	E 
	S



Employment references will be requested prior to the selection process and any issues arising from these will be discussed at interview. All appointments to satisfactory references. 
 
Last Reviewed: November 2026



[image: ]
image1.png
I SSS—
QE

QUEEN ELIZABETH

Sixth Form College




image2.png
N ESS——
QE

QUEEN ELIZABETH

Sixth Form College




image3.png
Queen Elizabeth Sixth Form College is part of Northern Arch Learning Partnership Northern Arch
www.northernarchlearningpartnership.org.uk LEARNING PARTNERSHIP




