
BASSINGBOURN VILLAGE COLLEGE 
 

STUDENT SUPPORT ASSISTANT  
32.5hrs/week, Term time only.  Scale 3 Point 5 – 6 (£18,795 to £19,171 fte) 

 
JOB DESCRIPTION  

 
 

Responsible to: Assistant Principal, Support, Advice & Guidance 
 
Hours:  8.20am to 3.20pm Monday to Friday with half hour lunch break.  
 
 
Purpose of the job:  
 

To support the school in achieving its aims and objectives by providing 
effective administration and secretarial service with specific responsibility for 
student support.  
 
Main responsibilities: 
 
Providing administrative support 

 General administrative duties, including; management of the Hive 
reception, ordering and maintaining supplies, answering 
correspondence, handling post, applying and updating the 
management information system, updating displays. 

 Managing, updating and archiving student files to ensure that correct 
records are being kept in line with DFE guidance. 

 Handle child protection files and correspondence as requested by the 
designated (child protection) staff.  

 Monitor and organise the stock of school uniform, providing daily 
support for students wearing the incorrect uniform and ensuring that 
uniform reporting systems are updated and maintained.  

 Generate and distribute certificates to celebrate attendance and 
achievement.  

 Minuting pastoral and behavioural meetings as requested.  

 Co-ordinate arrangements for student support meetings including 
preparing any required documents.  

 Provide timely and effective operation of secretarial and administrative 
support to the staff of the college in accordance with good secretarial 
practice.  

 The ability to communicate effectively with parents and other external 
agencies both verbally and in writing.  

 Making appointments on behalf of the Achievement leaders and other 
members of the student support team  

 
 

Supervising and supporting students 

 Ensure the successful running of the Hive.  

 General supervision of students working in the Hive or isolation. 



 Supervision of students at break and lunchtime in the Hive.  

 Collate work for students to complete whilst not in a classroom 
environment.  

 
Other:  

 Provide support for first aid as part of the administrative team 
 

  Qualities and Skills: 

 A positive and flexible attitude to all aspects of the job including 
enthusiasm, a professional and common sense approach and a 
dedication to the interest of the College.  

 A desire to improve themselves in terms of skills, knowledge and 
experience. 

 Good organisational skills. 

 Patience, a sense of humour and an ability to accept and act on 
constructive feedback. 

 An ability to work on their own initiative and also to be a good team 
player. 

 Excellent and pro-active communication skills. 

 An eye for detail and a willingness to improve all aspects of college 
provision. 

 Competent ICT skills. 

 Educated to GCSE level including English and Maths  
 
Desirable:  

 A First Aid qualification  
 
Other requirements: 

 Enhanced DBS clearance 

 Commitment to Equal Opportunities 

 Committed to continual personal/professional development 

 Flexibility 
 

 
Whilst this job outline provides a summary of the post, this may need to be adapted 
or adjusted to meet changing circumstances. 
 
Bassingbourn Village College is committed to safeguarding and promoting the 
welfare of children, young people and vulnerable adults and expects all staff and 
volunteers to share this commitment. An enhanced DBS check is required for all 
successful applicants. The Governing Body is an Equal Opportunities Employer.  
Flexible working requests will be considered.    
 
To apply, please complete an application form which is available on our website 
www.bassingbournvc.net/vacancies and forward with a letter to Mrs Smith by post or 
email to ssmith@bassingbournvc.org outlining how you would successfully 
implement the requirements of the job description and how your previous experience 
has successfully prepared you for this post.   
  


