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JOB DESCRIPTION

JOB TITLE:		Student Services Officer 
SCHOOL:		Rayner Stephens High School
RESPONSIBLE TO:	Operations Manager
GRADE:		NJC Grade D,  SCP 7-10
[bookmark: _GoBack]HOURS:		             32 Hours per week – Term Time Only 

	Main Purpose

	· The core purpose of the role is to provide a professional and effective service that improves the student experience and attendance to school. You will work closely with families and outside agencies to support in line with school policy
· Support the implementation of the Academy’s vision and values
· Ensure that  the schools policies are promoted 
· Contribute in to the school by developing  a culture of high expectations in a safe and secure learning environment
· Foster effective relationships with families and students in the school
 

	Roles and Responsibilities:

	· To produce data and reports for key members of the schools inclusion team
· To provide students and families with an effective advice and support service
· To provide general administrative duties and support within the school
· To contribute to the effective transition of students
· To undertake regular training in order to keep relevant areas of expertise up to date with changes in legislation and current practice
· To support with the admistration and recording in SIMS
· Dealing with emergency issues that may arise as and when required to ensure students are emotionally supported and prepared for learning in a safe environment. Responding immediately to any Safeguarding or CP issues.
· Speaking to parents and arranging meeting where necessary
· Preparing, setting up, checking all data and booking arrangements 
· To organise and prepare the Reward Certificates and Headteacher Awards
· Arranging work for excluded students on long term sick 
· Keeping track of non-attendees at detentions and rebooking if necessary
· Inputting data daily into SIMS and producing statistical reports on Behaviour and Achievement
· Dealing with and signposting daily queries either from telephone calls or from the Student Reception window.
· Undertake reception duties, answering general telephone and face to face enquiries and signing in visitors
· Assist with pupil first aid/welfare duties, assiastign with looking after sick pupils, liaising with parents/staff etc.
· Assist in arrangements for school trips, events etc.
· Ensure the database and information is kept up to date, for example around medical conditions and parent permissions-ensure that staff have the latest information


	Developing Self and Working with Others:

	· Take part in an annual staff performance review with line manger
· To engage in professional development and further reading to devlop your knowledge and 
      practice in this role
· To create and maintain good working relationships among all members of the school community
· To set an example to students in work ethic , conduct, dress code, punctuality and attendance
· Recognise own strengths and areas of expertise and use these to advise and support others
· Show a duty of care and take appropriate action to comply with Health & Safety requirements at all times
· To commit to the safeguarding of all children and young people
· Demonstrate and promote commitment to Equal Opportunities and to the elimination of behaviour and practices that could be discriminatory
· Such other duties as reasonably correspond to the general character of the post and its level of responsibility
· To play a full and active part in the life of the school
· To undertake any other responsibility commensurate with this role as per the direction of the Head of School.

	GDPR

	To adhere to GDPR and Data Protection Regulations, whilst maintaining confidentiality.
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified and the post holder may reasonably be expected to undertake other duties commensurate with the level of responsibility that may be allocated from time to time



Stamford Park Trust is committed to safeguarding and promoting the welfare of children and young people. We expect all staff to share this commitment and to undergo appropriate checks, including an enhanced DBS check.
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