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	Post Title
	PASTORAL SECRETARY

	Salary / Grade:
	Scale 4

	Responsible to:
	Assistant Principal

	Hours:
	28 Hours 45 Minutes Per Week 

	Weeks:
	39 Weeks per Year

	   General Overview

The Pastoral Secretary role offers confidential and essential support to the Assistant Principal and Heads of Year in this very large, busy and successful Grant Maintained Secondary School. The main responsibilities of the role are to ensure that the Pastoral Team are reliably, accurately and successfully supported in their roles, ensuring that the flow of information in relation to student’s behaviour, academic needs and achievements are being accurately recorded, reflected and advised to various agencies, including communication with parents.

The Pastoral Secretary will additionally work with the Head of Year 10 and Vice Principal to coordinate the administrative process involved in the placement of students in relation to Work Experience.

The Pastoral Secretary is located in the Student Services Area of the school and we are proud that all members of support staff work closely together to ensure that the appropriate and necessary flow of information continues to contribute the safety of the students in the school. 

   In view of the varied and confidential nature of some of the requirements of this role, the applicant will need 
   to be flexible and be able to adapt quickly to requests of the Pastoral Team to whom they offer administrative
   and secretarial support.

	   


Job Description 

General
· To act as the first point of contact to all visitors to the Student Services area, directing them to the relevant office or area.
· To keep a log of all confiscated mobile phones and securing them until the end of the school day.
· To order stationery and equipment as and when required, placing orders on the Finance Portal when requested.
· To format, print, display and circulate timetables, rotas and important notices at the start of the year.
· To keep registers up to date in preparation for the event of a fire alarm, providing support to the attendance secretary at such a time.

Work Experience
· To maintain and manage a database of Work Experience Placements for Year 10 students to take place over a one-to-two-week period at the end of July each year.
· Ensuring that students have returned all completed documentation, including General Details, Insurance and Child Protection forms.
· To send regular updates to Head of Year 10 and all Year 10 Tutors, informing them of which students are yet to arrange a work placement and which students are missing paperwork in advance of their placement.

· To provide information to the Head of Year 10 and all allocated members of staff that will enable site visits or phone calls at the time of Work Experience, providing packs to enable all relevant information to be recorded.
· [bookmark: _GoBack]To ensure that the completed Work Experience diaries are passed on to the Data Secretary to reflect students’ achievements on their references for potential Colleges or Employers.

Assistant Principal
· To maintain the daily calendar of the Assistant Principal, ensuring that he is advised of all forthcoming meetings and teaching commitments and to undertake the initial set up of lessons at the beginning of the academic year. To make appointments on their behalf where appropriate.
· To ensure the flow of information regarding the Assistant Principals calendar to all agencies. Also to ensure the school reception is advised of the expected visitors to school premises for pre-arranged meetings with the Assistant Principal.
· To be responsible for the secretarial administration in relation to students entering the Inclusion Room, ensuring parents are advised accordingly.
· To collate and produce the Extra Curricular Activities listing for all students at the commencement of the academic year, ensuring a copy is made available via Firefly.
· To offer secretarial administration to Assistant Principal in relation to all typed letters and memo’s as and when required.

Heads of Year
· Preparing documentation for meetings and notifying reception of visitors accordingly. Extracting reports, debts & rewards, attendance and interventions from Arbor. Sending out Round Robins to teaching staff via Firefly, chasing up missing information and collating all submissions in preparation for meetings.
· Typing up Tutors Meeting minutes and making a copy available to all Tutors.
· Typing letters for Head of Years as and when required.
· Sending out emails to teaching staff on behalf of HOYs in relation to student specific information.

General Admin
· Filing
· Round Robins to teaching staff regarding student progress/behaviour
· Answering phone
· Photocopying
· Relaying messages

   Person Specification 
· Understanding the need for confidentiality.
· Ability to prioritise and organise workload.
· High level skill in Microsoft Office (must include Word, Excel, Outlook).
· Ability to work both alone and as part of a team.
· Ability to take responsibility.
· Ability to communicate across all disciplines and agencies.
· Able to embrace change positively.
· Good standard of written and spoken English.
· Ability to work under pressure. 
· Ability to communicate with both staff and students.

   Desirable 
· Ability to remain calm under pressure, and also have the ability to understand when others are under pressure.
· Ability to show compassion when students are visibly upset or distressed.
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