TONBRIDGE GRAMMAR SCHOOL PROFILE

	Job Title:        

Job Holder:

Line Managed By:

Date:

Pay and Conditions
	Student Support Administrator
Student Support Co-ordinator
TGS Support Staff Range 3 

£19,781-£20,697 (pro rata to £11,689-£12,230)
25 hours per week

Daily 9.00 to 2.00 Monday to Friday (note there is some flexibility on start and end times).
Term time (190 days) plus 5 days holiday working (to be agreed with Line Manager)

Local Government Pension Scheme 



	Job Purpose
To provide administrative support to the Sixth Form Team under the direction of the Student Support Co-ordinator in order to facilitate the efficient and effective running of sixth form administration.
To provide additional administrative assistance to support the effective organisation and delivery of key student centred events Years 7 – 13.


	To undertake a range of administrative tasks on a daily basis to support the smooth running of the sixth form office including:

· Responding to telephone and email enquiries including directing these to relevant staff;

· Updating student records;
· Processing reports and letters as directed;
· Maintaining and updating the Sixth form academic calendar;
· General filing including maintaining student paper and electronic files.
To oversee the administration of key sixth form documents and processes through the year including:
· Preparation and update of Sixth Form Handbook;
· Preparation and update of Personal Tutors Handbook;
· Co-ordination of receipt of new joiner student files;
· Co-ordination of despatch of leaver files to other educational establishments;
· Co-ordinate the administration and issue of student parking permits and bus passes.
To oversee the administration of key sixth form events through the year including:
· Preparation of Parent Consultation Evenings for students in years 12 and 13;

· Sixth Form transitional activities including leavers breakfast, prom committee (liaison and administration) and sixth form induction; 

· Co-ordinate Prizegiving for outgoing Year 13.
To provide additional support to the Student Support Co-ordinator in their administration of:

· Health and Social and Emotional Education activities through the year;
· The Blue Wednesday speaker programme;
· Sixth form Open Evening – support Admissions and Marketing as required;
· Sixth form Bursary and Sixth Form Promise applications and processing.

To oversee the administration of key student centred events to support Curriculum Teams (Student Advisors) – Year 7 – 11 including:

· Administrative preparation for Parent Consultation Evenings for students in Years 7 – 11 – in consultation with the Student Advisors for years 7 – 11;
· Co-ordinate Prizegiving arrangements for outgoing Year 11;
· To undertake occasion filing of student documentation for 7 – 11 as agreed with Student Support Co-ordinator.


	As with all employees of Tonbridge Grammar School, the Student Support Administrator will be expected to:

· Play a full part in the life of the school community, to support the school ethos.

· Be familiar with the school calendar and the daily events in school.

· Comply with the staff dress code.

· Actively promote school policies.

· Commit to continuing professional development.

· Actively engage in the staff review and development process.

· Gain understanding of the IB Curriculum and the Middle Years Programme.


	Knowledge & Skills:

The Student Support Administrator should demonstrate:

· The ability to work under pressure to complete different ongoing tasks at the same time and with constant interruptions.

· A high level of accuracy and attention to detail.

· The ability to work to set deadlines.

· Accurate use of English grammar, punctuation and syntax.

· Good ICT skills, especially with regard to using email, Word and Excel.

· An awareness of health and safety issues as they relate to this particular environment.

· Knowledge of safeguarding requirements for working with children.
· Knowledge of first aid, or the willingness to train.

· Knowledge of the database SIMS (Schools Information Management System).



	Personal Qualities:

	Self-awareness

Emotional self-awareness

Accurate self-assessment

Self-management

Adaptability and initiative 

Ability to work to deadlines and anticipate and pre-plan workloads

Achievement orientation

Proactive

The ability to maintain high personal standards of work and conduct at all times

Discretion and integrity


	Social Awareness

Empathy

Organisational awareness

Forward thinking

Service awareness

Relationship management

Ability to work as part of a team and collaborate with others; 

Proven ability to relate well to young people

	Additional Notes:

Whilst every effort has been made to outline the main responsibilities of the post each individual task undertaken may not be identified.

Employees are expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

The School will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This job profile is current at the date shown but in consultation with you may be changed by the Head Teacher to reflect or anticipate changes in the job commensurate with the grade and job title.


