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Job Description

Family Support Advisor
	Grade:
	Sc 5, SCP 12 

	Responsible to:
	Head of School & Finance & Personnel Officer 

	Responsible for:
	· School Administration

· Attendance & Punctuality
· Pastoral Care

· Parent Liaison

· Clubs

· School Website


This job description may be amended at any time following discussion between the Executive Headteacher, Head of School and the member of staff.

This job description may include references to:

· the school pay criteria

General Description of Post

All post-holders are to ensure the school’s vision (‘I can do all things through Christ, who strengthens me’, Philippians 4:13) the Christian ethos and values are embedded in the day-to-day and long-term running of the School. 
The holder of this post is expected to carry out the professional duties of a Family Support Advisor as described below, as circumstances may require and in accordance with the school’s policies under the direction of the Executive Headteacher, Head of School and the Senior Leadership and Management Team.
The Family Support Advisor will work from a family centred approach and primarily be concerned with developing and maintaining good working relationships with children and families, school colleagues and other agencies.  The workload is varied and negotiated with the Executive Headteacher and Head of School to meet the needs of the school.

They will work with families, carers and the school to enable children and young people to have full access to educational opportunities.  Through this role, the Family Support Advisor will also provide parenting advice and support where necessary, to promote strong links between home and school. 
The role is a part time position and is required each morning from 8.30am – 1pm, Monday to Friday.
Relationships

The post holder is accountable to their line manager in all matters.

Family Support Advisors make the education and welfare of their pupils their first concern, and are accountable for achieving the highest possible standards in work and conduct. They act with honesty and integrity; have strong subject knowledge, keep their knowledge and skills up-to-date and are self-critical; forge positive professional relationships; and work with parents in the best interests of their pupils.  (Adapted from the preamble for teacher standards 2012)
Tasks

ORGANISATION & ADMINISTRATION
· Manage manual and computerised record/information systems

· Analyse and evaluate data/information and produce reports/information/data as required

· Undertake typing and word-processing and complex IT based tasks

· Provide personal – administrative and organisational support to other staff

· Undertake administration of complex procedures

· Complete and submit complex forms, returns etc., including those to outside agencies e.g. DfES

· Undertake the administration of supply staff pay.

· Deal with complex reception/visitor etc. matters

· Contribute to the planning, development and organisation of support service systems/procedures/polices

· Assist in the recruitment, supervision, training and development of other support staff

· Undertake reception duties, answering routine telephone and face to face enquiries and signing in visitors

· Assisting with arrangements for visits by school nurse, photographer etc.

· Provide routine clerical support e.g. photocopying, filing, faxing, emailing, complete routine forms

· Maintain manual and computerised records/management information systems

· Undertake typing, word-processing and other IT based tasks

· Sort and distribute mail

· Undertake routine administration e.g. registers/school meals

· Undertake routine financial administration e.g. collect and record dinner money
· Maintaining appropriate admissions records
SUPPORT FOR PUPILS & FAMILIES

· To provide support to children, young people and their families within the school context.

· Monitoring the attendance of children and young people by regular examination of class registers.

· To develop positive relationships with families/carers and outside agencies to broaden the support network for children.

· To ensure that a high level of confidentiality is maintained in all aspects of working with children, young people and their families.

· To monitor and update as appropriate the school website in order that parents and visitors have accurate and supportive information

· Assist with pupil first aid/welfare duties, looking after sick pupils, liaising with parents/staff etc.

· Registration of new families

ATTENDANCE & PUNCTUALITY
· Check registers daily to ensure accuracy

· Monitor Attendance and Punctuality for patterns

· Be the school’s first point of contact for challenging low levels of attendance and poor punctuality

· Represent the school with external agencies on matters relating to Attendance and Punctuality

· Liaise with families directly to put together a support plan to enhance their Attendance and Punctuality
SUPPORT FOR THE SCHOOL
· Be aware of any  and comply with policies and procedures relating to child protection, health, safety and security and data protection, reporting all concerns to an appropriate person

· Be aware of confidential issues linked to home/pupil/teacher/school/work and to keep confidences as appropriate

· Be aware of and support diversity and ensure all pupils have equal access to opportunities to learn and develop

· Contribute to the overall ethos/work/aims of the school

· Establish constructive relationships and communicate with other agencies/professionals, in liaison with the teacher, to support achievement and progress of pupils

· Attend and participate in regular meetings

· Participate in training and other learning activities as required

· Recognise own strengths and areas of expertise and use these to advise and support others

· Assist in the supervision, training and development of staff

· Undertake planned supervision of pupils out of school hours

· Supervise pupils on visits, trips and out of school activities as required

Undertake any other duties commensurate with the level of the post, as required to ensure the efficient and effective running of the School.
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