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Job description

	Job title
	Admin Assistant-Pastoral

	School
	Ilford County High School

	Reports to
	AHT /Office Manager

	Salary
	LBR 5 12-15 £32,535-£33,987

	Hours
	· 36 Hours

· 52 Weeks per year

· Hours 8.15am to 4.00 pm Monday to Thursday, 8.15am to 3.45pm Friday (this includes a 30-minute unpaid lunch break)
· 22 Days Holiday (2 weeks working over Exam period)


	Responsible for
	NA

	Purpose of job

	To provide effective and efficient pastoral and administrative support to the AHT responsible for Student Development and Wellbeing and Directors of Student Development in order to promote positive attitudes to learning and behaviour that maximise the achievement and wellbeing of students.

	Main duties and responsibilities 

	Main tasks:

· Under the direction of the SLT Head (Pastoral and Curriculum) maintaining the documentation and filing systems for those students for whom there is a safeguarding concern

· Assisting with the writing, correction and collation of reports for Child Protection conferences, or Core Group meetings

· Assisting the Key Stage teams in the preparation of Parents’ Evenings and other events during the academic year

· Assisting Director and Head of student Development in monitoring students, who have been isolated, from their teaching group and the reflection process – e.g. supervision, collection and return of work, providing guidance, etc

· Providing administrative support to the Deputy and Assistant Heads to ensure that all documents are produced in a timely way and to a high quality. 

· This may include the use of spreadsheets and databases and assisting with recording systems.

· Compiling weekly behaviour and achievement reports using SIMS and Class Charts, and distributing these to Directors and Heads of Personal Development
· Learning Coordinators and Form Tutors

· Attending pastoral meeting and taking minutes.

· Maintaining the detention system, sending detention notifications to parents and following up absences from detentions

· Providing Office cover in the absence of other Admin Staff
· Providing admin support for data entry and Census if needed
· Providing support as required for the process of staff recruitment

· Assisting with the administration of Y6-7 & 11 to 12 Transition, under the guidance of the Transition Coordinator

· Undertaking any other reasonable duties at the direction of the Headteacher, oral support for Director of Student Development and AHT
· Assisting in the completion of the timetable and referral process for external services e.g. You and Me Counselling, Evolve and Adapt Mentoring, Lifeline Mentoring, Educational Welfare officer
· Liaison with Data and Attendance officer to obtain student data to support Intervention and Inclusion meetings
· Assisting in the identification of Key Players, via Class Charts and Progress Check data, and their inclusion in the relevant interventions

	General 

	Attend and participate in relevant meetings, training and other learning activities and performance development as required.

Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop.  To demonstrate an understanding of and a commitment to equal opportunities and diversity and to the standards of customer care.

Be responsible for own health and safety, as well as that of colleagues, pupils and the public.  Employees should co-operate with management, follow established systems of work, use protective equipment where necessary and report defects and hazards to management.

Duties and responsibilities of the post may change over time as requirements and circumstances change.

All schools and services in Redbridge are committed to safeguarding and promoting the welfare of children and young people. Therefore, all workers and employees within Redbridge are expected to share this commitment.
The above mentioned duties are neither exclusive nor exhaustive and the post holder may be called upon to carry out such other duties as may be required by the Line Manager that are broadly within the grading level of the post and the competence of the post holder.
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Person specification

	Job Title
	
	Grade
	LBR 5

	School
	Ilford County High School

	Education and Qualifications:

· NVQ 2 or equivalent qualification or experience in relevant discipline

· Computer literate and have worked with MS Word, Outlook and Excel. 
· English and Maths GCSE grade A-C are essential.  


	Experience/Knowledge/Skills:

· Appropriate knowledge of first aid

· Effective use of ICT packages

· Knowledge of relevant policies/codes of practice & awareness of relevant legislation

· Ability to relate well to children and adults

· Work constructively as part of a team, understanding school roles & responsibilities and your own position within these

· Ability to identify own training & development needs & cooperate with means to address these 
· High standard of written and verbal communication skills and to be able to relate well to school staff, students of all abilities, parents and carers and external agencies

· Highly developed organisational skills

· Sound time management skills, including ability to determine priorities and deal with conflicting deadlines

· Ability to work under pressure in the School environment

· Ability to work independently and take initiative when appropriate

· Ability to pay close attention to detail

· An understanding of the necessity for maintaining strict confidentiality

· Excellent interpersonal and communication skills (both oral and written)

· Flexibility and ability to work as part of, and contribute to, the school’s administrative team



	Other job requirements:

· Enhanced DBS check.

· Flexible in approach and attitude

· Willing to undertaken training
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