JOB DESCRIPTION

	POST TITLE
	PSHE Administrative Assistant

	

	Purpose: 
	To provide administration support for the College

	

	Reporting to:
	PSHE & Personal Development Lead Teacher

	

	Liaising with:
	Deputy Headteacher, Careers Administrative Assistant, Careers Lead teacher, Teaching Staff, Support Staff, parents & carers

	

	Working Time:
	18 hours per week – term time only (40 weeks)
Hours to be agreed

	

	Salary/Grade:
	Salary: - HCC Grade C

	

	Disclosure level:
	Enhanced


Role Requirements
	Accountabilities
	

	PSHE (Personal, Social, Health & Economic Education)
	· Support the production of a bank of resources available for the Head of Year team to plan and share with tutors as per the curriculum plan
· Liaise with external providers, other schools and organisations to develop RSHE (Relationship, Sex and Health Education) pedagogy
· Organise a programme of outside speakers

· Assist with the tracking and reporting of progress outcomes and quality of provision termly for the Senior Leadership Team and Standards & Wellbeing Committee
· Support the Lead Teacher to coordinate training and development of staff, pupils and parents/carers with RSHE, UNCRC (UN Convention on Rights of a Child) and SMSC (Spiritual, Moral, Social & Cultural development)
· Assist with the production of UNCRC articles and SMSC links across the curriculum

· Undertake regular Pupil Voice and QA of RSHE provision

· Assist with the initial training of all new staff with regards to the delivery of RSHE topics

· Support in the renewal of “Wellbeing”, UNCRC “Rights Respecting Schools” and “Personal Development” Awards for the school
· Assist with the tracking and collation of evidence to show compliance with “Wellbeing”, UNCRC and “Personal Development” Awards throughout the year

· Support the Lead Teacher to ensure Statutory compliance of Secondary RSHE provision

	Administration


	· Provide admin support for staff as requested 

· Answer/action emails    

· Deal with incoming and outgoing post

· Create alerts for pupils and staff 

	Additional duties
	· To play a full part in the life of the College community, to support its distinctive mission and ethos and to encourage and ensure staff and pupils follow this example

· To continue personal development as agreed

· To engage actively in the performance review process

· Any other such duties as may reasonably be allocated by the Deputy Headteacher, PSHE & Personal Development Lead Teacher & PA to Headteacher/Senior Administrator

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.


	The main contacts

· Deputy Headteacher

· PSHE & Personal Development Lead Teacher
· Careers Administrative Assistant

· Careers & Work Related Learning Lead Teacher
· Teaching and Support Staff
· Pupils

· Parents/Carers


	Specific Essential Qualities

· Technical skills – keyboard, word processing, photocopiers – a working knowledge of SIMS would be beneficial but not essential

· Experience of office working and processes

· Excellent written and oral communication skills

· Ability to prioritise workloads and work to deadlines without supervision

· Good organisational skills. Good communicator

· Skilled in maintaining personal and professional confidentiality

· Approachable and patient

· Confident in dealing with telephone and face to face enquiries




