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	Title: Pastoral Administrative Assistant


	JOB DESCRIPTION


	Job Purpose: To support the Pastoral Team/Headmaster’s Office

	


	Position Reports to:  Deputy Head Pastoral

	


	Responsibilities:

	· Organise internal Safeguarding training of staff.  Ensure relevant entry into iSAMS and the School calendar where appropriate. 
· Ensuring all staff are compliant with safeguarding training- setting up new joiner inductions and annual update sessions for staff, notifying staff of when their prevent training runs out, updating the master spreadsheet with completion dates on all training. 
· Ensuring all staff complete the online VWV training; this involves use of a specialized online system, liaison with staff and maintenance of associated records. 
· Keep filing up to date for Pastoral and Safeguarding issues including maintenance of sensitive confidential data contained in individual pupil files and on iSAMS. 
· Manage and circulate the (confidential) new pupil spreadsheet 

· Management of pastoral electronic and paper filing and archive systems. 
· Admin support for projects and events (as and when required) as directed by the Deputy Head Pastoral, the Assistant Head Pastoral or the Headmaster’s Office.
· If required, assist other Pastoral staff as agreed with the Deputy Head (Pastoral) or Assistant Head (Pastoral) 
· Admin support for school photography with Deputy Head Pastoral
· Maintain strong links with the Headmaster’s Office, all administrative staff and the staff common room.

· 4 Days per week (28 hours) start time 8.30am to 4.30pm (with one hour unpaid lunch break)
· 35 weeks per year term time only


	Personal Qualities:

	· Commitment to the safeguarding of children and young people.

· Ability to work in a fast-paced environment and to strict deadlines
· Outstanding organisation

· Highly IT proficient

· Good communicator and calm under pressure

· Highly personable with parents etc.

· Lively, energetic and enthusiastic

· Diplomatic and discreet with personal integrity

· Self-starter - to use initiative to carry out day-to-day tasks

· Good sense of humour

· A team player with the ability to relate to and co-operate easily with others.

· The highest standards of, and appreciation of, professional discretion and confidentiality. 

· Proven administrative and organisational skills, with a keen eye for detail and methodical approach to work.

· Flexibility within the demands of the post and within the School on occasion if necessary. 
· Energy, enthusiasm and commitment.

Confidentiality:
Confidentiality is particularly important for this post. The post holder must maintain the confidentiality of information about children, staff and other school business in accordance with the Data Protection Act 2018. 



The Governors of Box Hill School are committed to safeguarding and promoting the welfare of children and young people and expect all staff to share this commitment. Applicants must be willing to undergo child protection screening appropriate to the post. This will include making an enhanced disclosure to the Disclosure and Barring Service.
