KENT COUNTY COUNCIL – BOWER GROVE SCHOOL

JOB DESCRIPTION

NAME:



JOB TITLE:

Pupil Manager
/Clerk to Governors
PAY RANGE:

KR5
LINE MANAGER:
Office Manager
HOURS OF WORK:   8am – 4.00pm Monday - Thursday, 8am – 3.30pm Fridays (term time only) 
Purpose of the Job
To undertake all tasks associated with the recording, management and monitoring of pupils. 
Key duties and responsibilities
· To manage all pupil attendance, receiving calls, notifying appropriate staff, entering on SIMS database and submission to the Local Authority and producing reports as required. To record pupil attendance for Alternative Curriculum placements.
· Manage the pupil files ensuring all filing is kept up to date. Promote files at the end of each academic year and archive leaver files appropriately.
· Manage all pupil admissions and leavers including associated paperwork and liaising with the Head Teacher/SLT and Local Authority.

· Produce registers for each academic year.  

· Review the content of pupil admission files to ensure all relevant paperwork is retained.
· Complete the school census, ensuring accuracy and in accordance with submissions deadlines.
· To maintain and update School Policies

· To undertake all duties associated with the role of Clerk to Governors

· Receive telephone calls in relation to pupil management and process accordingly.  

· Maintain Sims pupil database ensuring the data is kept up to date and accurate.

· Manage and coordinate pupil transport, liaising with other staff, parents and other agencies as appropriate

This job description will be reviewed on an annual basis through the Appraisal process.  In addition it may be amended at any time after consultation with the Headteacher.

Signed: ………………………………………….
Date: …………………………………..

Signed: …………………………………………. 
Headteacher
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