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Fulston Manor Academies Trust
post:
Student Support Engagement Administrator
Reports to:
Student Support Manager
Responsible to:
Pastoral Deputy Head/ITT Professional Mentor/ECT Induction Lead
Hours:
37 hours per week – Term Time Plus 2 weeks
The Role
This post is responsible to both the Pastoral Deputy Head and Assistant Headteacher for Teaching and Learning and reports to the Student Support Manager and the 

ITT Professional Mentor / ECT Induction Lead for the following:

· Cover the lead first aider during their lunch time, any absence (both planned and unplanned) and at any other times they are unavailable for first aid or are already dealing with first aid. 

· Monitor and record student absence from school- this involves taking messages and calls off the absence line and coding correctly on the management information system (Arbor). 

· Checking attendance for lessons and following up on missing information to ensure the records are complete for each day, generation of daily fire registers, supporting Attendance Support Officer.

· Completing rotas for Assemblies, Department and Leadership on-call, SSA and Teacher duties, prefects and school detentions (once a term task)

· Administration and recording (including analysis) of all exclusions, uploading details of exclusions to KCC via the digital front door. 

· Purchasing, monitoring and supporting of distribution of rewards for students across the school using the school's reward store and in liaison with Values and Behaviour AHT.

· Coordinating sanctions for behaviour and recording these on Arbor and Classcharts providing termly reports for Leadership team analysing behaviour. 

· Coordination of community wardrobe and supporting our young people to wear the correct uniform, collection and collation of second-hand items.

· Supporting vulnerable students and providing pastoral support within the Student Support Hub where you will be based. 

· Point of contact for all trainee teachers including Schools’ Direct trainees and PGCE students in school.  Administrative support for these placements, helping with liaison of their programme of training, timetables and organisation of lesson observations.

· Point of contact regarding administration for ECTs, including registering them with the portal and liaising with the awarding body. 

· Administrative support for Lesson observations in school, provision of data and summaries of these to Assistant Headteacher. 

· Booking of CPD courses for teachers as instructed by T&L AHT. 

· Administration associated with the taking of school photographs- three times a year maximum. 

· Any other duties as might reasonably be expected within the role as directed by the Pastoral Deputy Headteacher or Headteacher. 
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