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Telephone 0151 652 5575
Principal  Mike Kilbride
	Post Reference:

22/2017

	Post Title:

ATTENDANCE & TIMETABLING OFFICER
	Salary: 

Support Staff Spine Points 19 to 21: Salary £14,640 to £15,343 p.a. pro rata to £17,123 p.a. to £17,946 p.a. full time

	Accountable to:

DEPUTY PRINCIPAL

	Conditions of Employment:  National Sixth Form Colleges’ Association Pay Spine and Conditions of Employment for Support Staff.  Permanent, Term Time only (0.855) Contract: 35 hours per week.

 

	Main Purpose of Post: 
Working under the day-to-day direction of the Curriculum Administration Manager:
· To drive the culture of high attendance agenda throughout the College. 

· To contribute to the overall improvement of student attendance.

· To support Heads of Department (HoDs) in managing absent students.
· To participate in key customer service functions as required e.g. enrolment, reception.
· To provide support in the administration and development of timetables for staff and students.
· To process room changes.


General Responsibilities:
· To act at all times in accordance with College policies.
· To actively promote and adhere to agreed College Expectations.

· To undertake data input in College systems as required.

· To carry out other administrative duties as required.
· To work flexibly in the interests of the organisation as required.
· To undertake training as the post may require.

Specific Duties:

· In the month of September ensure each and every absence is followed up by phone call or letter, accurate records are kept and where early intervention is not effective, ensure students enter the disciplinary processes of the College. 

· To work with HoDs throughout the year in monitoring and reporting on absent students; this may include but may not be restricted to:

· Contacting students selected by HoDs. 

· Where appropriate, contacting parents or guardians to inform of absences concerns.
· Work with HoDs to ensure absent students are supplied with and do any work required.
· Where appropriate manage the ‘back to work’ strategy for students.
· To keep systematic record of calls made and letters sent via Sapien. 

· To ensure that all key staff (HoDs, teachers and tutors) are kept updated on the student absence.

· To make direct contact with students by visiting class when deemed necessary to ascertain reasons for absence.

· Ensure that students enter the disciplinary processes of the College at an appropriate point.
· To work with the Curriculum Administration Manager to develop and manage staff and student timetables.

· Liaise with HoDs, under the management of the CAM,  to develop annual timetables

· Input and check timetables

· Resolve timetable clashes

· Partake in other associated duties as required
To undertake appropriate and reasonable tasks as the Principal may from time to time require.

PERSON SPECIFICATION
Please demonstrate in your application, how you meet each of the criteria listed below.
	Qualifications
	Essential 
	Desirable

	Degree or equivalent qualification
	
	· 

	
	
	

	Experience
	
	

	Minimum 12 months’ guidance / young persons related work
	
	· 

	Knowledge of progression routes for students: BTEC, GCSE, AS / A Level
	
	· 

	Student guidance experience
	
	· 

	Effective liaison with external agencies
	
	· 

	Knowledge of FE
	
	· 

	
	
	

	Knowledge/Skills/Abilities
	
	

	Good level of IT skills, including use of: Word, Excel, Access, PowerPoint
	· 
	

	Ability to input data accurately
	· 
	

	Good organisational and administrative skills
	· 
	

	Good presentation skills
	· 
	

	Ability to set clear targets and evaluate outcomes
	· 
	

	Ability to work cooperatively with a range of people
	· 
	

	Ability to work under pressure and maintain a sense of humour and perspective
	· 
	

	Ability to work as part of a team
	· 
	

	Ability to communicate clearly and effectively
	· 
	

	Ability to seek positive solutions
	· 
	

	Excellent customer service skills
	· 
	

	Ability to work with groups of young people
	· 
	

	Ability to work in a flexible, proactive manner
	· 
	

	Ability to demand high standards from yourself and others
	· 
	

	
	
	

	Other
	
	

	To demonstrate a commitment to:
	
	

	· The College Mission, Ethos & Values
	· 
	

	· Ongoing personal development and training
	· 
	

	· Equality and Diversity
	· 
	

	· Safeguarding and promoting the welfare of students
	· 
	


APPLICATION & SELECTION PROCEDURE

Please complete the Application Form – Support Staff which is available on the College website: www.bsfc.ac.uk and answer the questions below.
You should answer each question in no more than 200 words.

1. This role will require you to make telephone calls to students and parents regarding non-attendance.  What experience do you have that will help you do this work?
2. What experience do you have that will help you deal with 16-18 year olds?
3. Why do you think some students succeed in education whilst some do not?
4. Why do you want to work for The Sixth Form College?

Closing Date: 12.00 pm, Monday 31 July 2017
Please return your completed documentation including:

· Application Form

· Answers to questions

to: hrdept@bsfc.ac.uk
Assessments/interviews will take place on Wednesday 09 August 2017.

General Information

Birkenhead Sixth Form College has a commitment to safeguarding and promoting the welfare of students and expects all staff and volunteers to share this commitment.  If you are invited for interview, your suitability to work with children will be explored as well as your suitability for the post.

All posts are subject to Enhanced Disclosure Clearance through the Disclosure & Barring Service.

The College is an Equal Opportunities employer and all members of the College have a personal responsibility to implement the policy, to carry out their responsibilities in accordance with it and to maintain an equality of opportunity for all.  

The Governors and staff of the College take their duties under the Equality Act 2010 very seriously.  They will ensure that all reasonable adjustments are made to ensure that disabled people are treated fairly and that they are not placed at any substantial disadvantage.  The College is committed to interview all applicants with a disability who meet the minimum criteria for the post and to consider them on their abilities.

Reference Checking

On the application form, you are asked to provide details of two employment referees (preferably your line manager from your current and previous or most recent employer/s), who can comment on your suitability for the post.    References from relatives or individuals writing in the capacity of friends will not be accepted.

The College will seek references on short-listed applicants before interview, and will approach previous employers for information to verify suitability for the post, dates of employment, particular experience or qualifications, punctuality history and details of any disciplinary offences.

In addition, if you are currently working with children or young people, on either a paid or voluntary basis, your current employer will be asked about your suitability to work with children and any disciplinary offences relating to children or young people.  This will include any offences for which the penalty is time expired (that is where a warning could no longer be taken into account in any new disciplinary hearing for example) and whether you have been the subject of any child protection concerns, and if so, the outcome of any enquiry or disciplinary procedures.  If you are not currently working with children but have done so in the past, that previous employer will be asked about those issues.

Please note providing false information is an offence and could result in your application being rejected, or dismissal without notice if you have been appointed and possible referral to the police. 
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