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JOB DESCRIPTION
Clerical Assistant

It is essential that all staff actively promote the aims of The College –
· To ensure every student develops their potential to flourish and be successful

· To have high expectations of all staff and students

· To respect all those in our community locally, nationally and internationally

Line Manager:   Head of the Bourne Student Support Centre
Responsibilities to include:
· Retrieval of information from SIMS software (including attendance, behaviour and progress data) and data analysis
· Setting up of files, filing and updating of student records
· Assisting with the organisation of Annual Review meetings and other formal meetings  including invitations to all parties involved, collating and distribution of reports, word processing reports and meeting notes

· Answering queries by telephone and in person
· Creation and maintenance of EAA files.
· Creating of time table for EAA provision for mocks and GCSE
· Stock checking and re-ordering

· Maintaining and checking equipment
· Input of data
· Display work 

· Use of information provided to complete student referrals to outside agencies

· Updating of student progress spreadsheets

· Contacting schools to request student records

· Setting up meetings with parents, agencies, staff, etc

· Setting up and updating of student Individual Education Plans/one page profiles
· Word processing and other general clerical tasks as required

· Ensure absolute confidentiality at all times and follow GDPR
Word processing and other general clerical tasks as required

Cover for absent clerical staff (as required)

The postholder will be expected to perform such duties as may be reasonably required by the Headteacher and that these should be in line with national legislation and current conditions of service.
May 2018
