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Hanley Castle High School     
JOB DESCRIPTION

	Post
	Administrator for Student Support Services

	Terms & Tenure
	37 hours per week, term-time only plus 10 days 
Scale 4 (SCP 7-11) £24,294 FTE - £25,979 FTE

Pro-rated to £21,082 - £22,544 

	Line Manager
	Assistant Headteacher - Behaviour and Culture

	Date
	July 2024


Role aims:
This role will involve supporting the pastoral team who have responsibility for the achievement of all the students in year 7-11. The administrator is a main point of contact for parents, carers, and families, and they provide a vital link between home and school and as such, they are often the voice for the school. Working as a team, under the direction of the AHT – Behaviour and Culture, they provide comprehensive clerical and administrative support to the pastoral team in a wide range of tasks.  In addition, they will provide an efficient, knowledgeable, co-operative and helpful service to all members of staff, students, parents, ASC members, the LA, the DfE and visitors.  

Main duties:
To provide clerical and administration for the pastoral team, the Assistant Headteacher and Deputy Headteacher including:

· Answer telephone

· Log tasks for planner as they arise from emails and phone calls in a timely manner
· Sending communications on behalf of the pastoral team

· Rewards and achievements (e.g. Fortnightly milestones, epraise accolades, star worker emails, star of the week, zero heroes)
· Sanctions (detentions, reports, logs, emails) 
· Suspensions (letters, logging on SIMS and portal, co-ordinate re-integration meetings, co-ordinate work)
· Administration associated with events (including parents’ evenings, information evenings, Y11 events, options, Transition)

· Celebration assemblies

· Student Leadership 

· School reports

· Track parental engagement (parents’ evenings, information evenings)

· Filing

· New and leaving student administration (organise paperwork, induction meetings, liaise with parents, IT, Heads of Faculty as appropriate)
· Order and replenishing stock (stationary, student food, uniform)

· Facilitate work of the pastoral team by preparing and organising data as requested 

· Notify duty of duty emails

· Managing administration associated with uniform exchange (including chasing non-returned items, washing and organising)

· Generate information and data in preparation for and after parent meetings

· Issue student timetables as required 

· SIMS housekeeping tasks

· GDPR oversight

· Generate Microsoft forms for data collection from all stakeholders

· Contribute to collation of paperwork for pastoral aspects of OFSTED inspections and Governor hearings.

· Support Heads of Year with reports on request

· Upload progress reports of all types for parents 
· Cover other areas of pastoral care as required 
The above duties are not exhaustive and post holders may be requested to undertake activities reasonably assigned by the pastoral team and SLT.
What the Administrator can expect from the Leadership Team:
· As much support, advice and guidance as required.
· An annual review meeting with the AHT 

· Individual time with the AHT as required
· Assistance with career and professional development, both internally and externally.
Hanley Castle High School is committed to safeguarding and promoting the welfare of children and young people and as such expects all staff and volunteers to share this commitment.

This Job Description will be reviewed annually by the post holder and their line manager as part of the School performance management Cycle. It may be reviewed at any other time after consultation with the post-holder.
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