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AES Job Description – Professional Support Staff
	Name: 



	Team: 


Sixth Form 

	Post: 


Sixth Form Office Manager – 




PA to SLT
	Scale:


7
Point:


19-24

	Date appointed to 
post: 
	Date appointed to 
school: 


	Senior Line Manager:  Director of Sixth Form

	Immigration Status: 

	Line Management 
Responsibilities:  
Study Club/Pastoral Manager:



Sixth Form 



Attendance/Admin Assistant: 


Sixth Form

	Hours: 


37 hours p/w 



Term time



And 3 weeks during 



School Closure 



Plus 3 Training Days



	Line Manager:
	Director of Sixth Form


	JOB PURPOSE: 
To manage the effective administration of the Sixth Form, providing professional, efficient and high-quality office management and personal assistant support to the Senior Leadership Team.




	General Duties:
· To oversee the day-to-day operation of the Sixth Form office, coordinating administrative processes, managing communications and supporting staff and students to ensure the Sixth Form runs smoothly and effectively
· To manage the Sixth Form Study Club/Pastoral Manager and Attendance/Admin Assistant.

· In liaison with Sixth Form team, decide most appropriate member of staff to deal with pastoral issues, maintaining communication with Curriculum Managers, teaching staff and parents where appropriate.

· Work closely with safeguarding team and lower school attendance officer to manage information regarding students under pastoral care.

· To co-ordinate with Curriculum Leaders both attendance and punctuality reports/letters

· To manage the administration of the Bursary Fund, pastoral problems associated with it and attendance checks.

· To co-ordinate the Sixth Form administration calendar working with the Sixth Form team

· To attend and contribute towards weekly Sixth Form team meetings.

· Liaise with the Curriculum Managers regarding Sixth Form Reports, amending data where necessary to ensure accuracy and timely distribution.

· To contribute to the organisation and management of Parents’ Evenings, including monitoring of attendance and organise follow up appointments.

· To contribute to the organisation and efficient running of the Sixth Form Open Evening 

· To assist in the organisation and running of the Sixth Form Yearbook and Prom.

· Co-ordinate Course Counselling for Year 11 to Lower Sixth 

· To co-ordinate the induction of new students into the Sixth Form.

· Assist with the UCAS administration and liaise with mentors and mentees, checking courses and predicted grade administration
· Administer all round robins for L6th/U6th and work with Curriculum Managers on this task.

· Work with Data manager re: change of student’s course and updating records.

· Produce data for ECC for Year 11, L6th and U6th during the end of year and first term.

· To undertake other tasks reasonably directed by the Director of Sixth Form, Headteacher and Business Manager, including supervision of the Study Area as appropriate.

· To contribute to the efficient and professional dealings with parents on the telephone.
· To administer proof of study requests for students who are currently on roll

· To assist with detention and referral room allocations when required 

· Assist with the general supervision of the Sixth Form area.



	PERSONAL DEVELOPMENT, BEHAVIOUR AND WELFARE:

· To understand and apply school policies in relation to health, safety and welfare

· Act as a role model and set high expectations of conduct and behaviour

· Support and promote positive values, attitudes and good pupil behaviour, dealing promptly with conflict and incidents in line with established policy and encourage pupils to take responsibility for their own behaviour

· Be aware of and comply with policies and procedures relating to child protection, equal opportunities, health, safety and security, confidentiality and data protection, reporting all concerns to the Designated Safeguarding Lead, Director of Sixth Form, Curriculum Manager, and class teacher.

· Attend relevant school meetings as required

· Respect confidentiality at all times

· Liaise with the line manager as appropriate


	INTERNATIONAL ETHOS:
· To support and promote the school’s distinctive ethos and curriculum

· To support the school visits programme as appropriate e.g. Taking part in the visits
· Be familiar with the varying needs and characteristics of different faiths and cultures


	ADMINISTRATIVE/CPD:

· To ensure administration is carried out in accordance with the current and related legislation. 
· Undertake any training commensurate with the post. 

· Any other reasonable duties as directed by the Business Manager/Headteacher.



AES PERSON SPECIFICATION
Sixth Form Office Manager – PA to SLT
	Experience


	· Successful recent experience working with secondary age children

· An understanding of Essex procedures relating to safeguarding 

· Working effectively as part of a team



	Qualifications


	Essential

· Experienced in General Admin
· Educated to Level 3 in English and Mathematics


	Desirable:

· Competence with IT programs such as Word, Excel and PowerPoint

	Knowledge, Skills & Aptitudes


	Teaching, Learning & Assessment:

· Knowledge of relevant codes of practice and school policies

· Knowledge of ICT 

· The skills needed to lead and work successfully in a team and to lead group thinking and planning

· A positive approach to work, based on finding solutions to any given problem.

·  An ability to build rapport and positive relationships with children. 

·  An ability to be flexible and creative

· An ability to follow instructions accurately

· An ability to use own initiative and work independently

· An ability to communicate effectively with adults and children, verbally and in writing

· An ability to motivate, inspire and have high expectations of pupils

· An ability to work calmly under pressure, showing  patience, enthusiasm, resilience, initiative and kindness in adversity

· An ability to record and assess pupil progress/performance data

· A strong “can do” attitude


	
	Personal Development & Welfare: 
· An understanding of Child Protection and Safeguarding policies and procedures

· A belief that in schools we can make a difference to the lives of young people and thereby make the world a better place

· A commitment to safeguarding and promoting the welfare of children and young people 

· An awareness of, and commitment to equalities of opportunity and inclusion in education.

	
	International: 

· An understanding of, commitment to or willingness to fully embrace an internationalist ethos and vision  

	
	Administrative/CPD:

· A commitment to their own personal development and the continuing progress of the school 

· Effective time management and the ability to maintain a proper work-life balance

· Effective use of standard IT programs such as Word, Excel and PowerPoint 

· An ability to administer, manage and evaluate systems and policies in the team. An awareness of, and commitment to equalities of opportunity and inclusion in education


Whilst every effort has been made to include the specific roles and responsibilities here, an employee will be expected to comply with any reasonable request made by a manager to undertake work of a similar level of responsibility which may not be identified above. 

All staff are expected to follow the guidance and expectations of the Staff Code of Conduct and school policies and procedures as outlined in the Staff handbook. 

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 description is current at the date shown but, in consultation with you, may be updated and changed by your performance manager, in agreement with the Headteachers to reflect changes to the job commensurate with the grade and job title. 

Vacancy - Sixth Form Office Manager and PA to SLT - Dec 2026

