
Job Description

Job title:              Administrator for Post 16 and Senior Leadership Team

Reports to:          Head of Post 16 and PA to Principal

Location:             Strood Academy

Job purpose:
● To provide administrative support for the Head of Post 16
● To facilitate the smooth day to day running of Post 16
● To provide administrative support for the Senior Leadership Team

General responsibilities:
● To provide administrative support to the Head of Post 16
● To prepare and issue letters, ensuring good attention to detail
● Photocopying, filing, scanning and shredding
● Minute-taking (including after school, as and when required for Zorba meetings)
● To update display boards in the Post 16 area and as instructed by the senior leadership

team
● To providing information reporting
● Collating information for leaflets and other promotional materials and distributing where required
● Keeping records of Post 16 applications secure, accurate and up to date
● Managing Post 16 applications and supporting with UCAS references from teachers
● To provide administrative support for Post 16 destinations data
● Assisting in the the undertaking of school photographs; filing and promoting where required
● To provide administrative support for the student leave requests and other student reports
● Issuing work home to absent students where appropriate
● Daily bulletins/information for Reducate
● Coordinate with the arrangements for Post 16 events, such as preparing promotional materials,

which include:
- Parent Evenings
- Open Days
- Further Education/Conferences
- Review Days
- Induction Days
- Leavers Prom
- Post 18 Career Development Days
- UCAS Information Evenings
- Guest Speakers to address Post 16
- Year 12 and 13 Enrolment Days
- Post 16 interviews
- Coordination of Year 10 and 11 Taster Days

● To arrange appointments/meetings for Head of Post 16 when required
● To support the Head of Post 16 in monitoring attendance and punctuality of students with the

attendance team
● To provide supervision of the Post 16 Study Area, provide general support, help and initial guidance to

students. Encourage and promote independent study ensuring that students make the most of their
independent study periods

● To provide 1:1 or group support to students who need additional support with independent learning
skills in study periods

● To provide administrative support with the Post 16 Behaviour Management System
● To organise university visits and university speakers in school
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● To support the Work Experience Coordinator with year 12 work experience and coordinate the Student
Bursary application process ensuring information is sent to finance in a timely manner each term

● To support the Senior Leadership Team with administration and clerical duties relating to all aspects of
their work which might reasonably be regarded as within the nature of the post

● To support with break and lunch time duties as part of the whole school rota
● To uphold and actively support the academy’s policies and procedures
● To undertake any other duties which might reasonably be regarded as within the responsibilities and

nature of the post.

Safeguarding of students and Duty of care

All staff, regardless of role, level of seniority and location, have a responsibility to ensure the highest levels

of safeguarding and promoting the welfare of our pupils, and we expect all our staff and volunteers to share

this commitment.  We must collectively create an environment where children feel safe to learn, play, and

grow. Children should feel comfortable in their surroundings and know that they can approach any

responsible adult with any problems or concerns.

All staff must be able to identify any children who are at risk of harm, and know the characteristics of abuse

or neglect. If you suspect or confirm harm then it’s essential you know what actions to take.

Annual safeguarding training is offered to all staff at Leigh Academies Trust, and it is the staff member’s

responsibility to be aware of the most up to date guidance documented in the Keeping Children Safe in

Education document (Department of Education).

Notes

The job description allocates duties and responsibilities but does not direct the particular amount of time to

be spent on carrying them out and no part of it may be so construed.  This job description is not necessarily

a comprehensive definition of the post.  It will be reviewed at least once a year and may be subject to

modification or amendment at any time after consultation with the holder of the post.

The duties may be varied to meet the changing demands of the academy/business unit at the reasonable

discretion of the Principal/Director.  This job description does not form part of the contract of employment.

It describes the way the post-holder is expected and required to perform and complete the particular duties

as set out in the foregoing.
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