[image: image1.jpg]Sale





SALE HIGH SCHOOL
JOB DESCRIPTION

ASSISTANT STUDENT SERVICES OFFICER
Responsible to:

Headteacher and Governing Body 

Line Manager:  

Assistant Headteacher 

Salary:


Band 2 – Points 4 – 5 - £18,933 - £19,312 (starting pt 4) pro rata
Hours:


10am – 2pm – 20 hours per week



Term Time Only plus INSET 
Purpose:
To assist to deliver the Student Services provision in school


Principal Responsibilities:

1. To perform this job description in accordance with the pay and conditions associated with support staff;
2. To assist the Student Services Officer to deliver the Student Services provision in school, ensuring that students’ needs are met and to ensure efficient communication with parents, colleagues and external agencies.
3. To ensure that students and staff receive an effective and efficient support service that is accessed in an appropriate manner.  
Specific Responsibilities:

Student Services: 
1. To manage appropriate access of students to Student Services and to administer a queuing system.

2. To assess students sent for medical attention and undertake first aid if necessary (training will be provided)
3. To contact parents/guardians regarding sick students.

4. To provide support for the School Nurse in the course of her duties.
5. To follow appropriate procedures for students arriving into school late, or leaving early, liaising with the Pastoral team if necessary. 
6. To deal with general student enquiries such as timetable queries, issuing toilet keys during lesson times.
7. To operate a system for lost property.

8. To receive telephone calls and messages from parents/guardians in respect of sick students.

First Aid, Fire Safety
1. To attend to First Aid incidents relating to students and staff

2. To attend First Aid training and refresher training as appropriate

3. To act as a Fire Marshall (training will be provided)
General

1. To perform any other duties as may be reasonably required within the general scope of this post.
2. To ensure at all times that safeguarding procedures are adhered to.
Health and safety responsibilities

All employees have the responsibility:

(i) To comply with safety rules and procedure laid down in their area of activity

(ii) To take reasonable care of their own health and safety and hence avoid injury to themselves and to others by act or omission whilst at work

(iii) To use protective clothing or equipment as may be provided

(iv) To report promptly all sickness, accidents, unsafe conditions or practices and dangerous occurrences of which they are aware

(v) To co-operate with the Head Teacher in the fulfilment of the objectives of the School’s Health and Safety policies.

The Head Teacher may amend these responsibilities at any time in the future in order to respond to the changing demands and needs of the School, National Incentives and Statutory Legislation, after consultation with the post holder

I have read and accept the details of the above job description which encompasses the duties of my post.

Prepared by: Sam Finch, Business Manager
Date Prepared: September 2021
PERSON SPECIFICATION

ADMINISTRATION OFFICER
	MINIMUM REQUIREMENTS


	Essential (E) or

Desirable (D)
	METHOD OF ASSESSMENT *

	1.  Qualifications/Training etc.

	Good general standard of education

First Aid Qualification or willingness to be trained

	E
E
	A
A

	2.  Experience

	At least 2 years’ experience in a similar role

Experience of supporting students in a pastoral context
Administrative/office experience
	D
D
E

	A

A
A


	3.  Knowledge

	Good knowledge of ICT, including MS Office (wordprocessing, spreadsheets and email) and the parental communication system Groupcall (training provided)
Good working knowledge of SIMS
Strong understanding of safeguarding procedures
	E
D
E

	A

A

A


	4.  Skills & Abilities

	Working under pressure
Flexibility and ability to manage workload effectively
Attention to detail

Organisational skills

Communicational skills with students, parents, etc
Enthusiasm for working in an educational setting and supporting students
	All E
	I


* Method of Assessment A = Application form, C = Certificate, E = Exercise, I = Interview, P = Presentation, T = Test, AC = Assessment centre

