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	JOB DESCRIPTION


STUDENT DEVELOPMENT OFFICER
PART TIME (20hrs per week Monday to Friday – 10.00am-2.30pm daily)/
TERM TIME/PERMANENT
Job Purpose:
The Student Development Officer will work alongside the Student Development Co-ordinator and Intern to create a vibrant, positive and active ethos in the College, where students and staff work together to create a positive learning and social environment.  The Student Development Officers will work closely alongside all college staff to support the personal, social, cultural and educational development of students.

Each year, the team will plan, with the Assistant Principal, a programme of activities and responsibilities from the following task list, which create a reasonable workload within their contracted hours.
Accountable to:
Assistant Principal (Student Engagement)
Key Task Menu:

1. Social Cohesion

Support for policy and specific initiatives in Equality and Diversity; support for faith and other social groups and activities leading to events and recordable outcomes; the development and delivery of programmes linked to the moral, spiritual and personal well-being of students.

2. Healthy College activity


Including the promotion, development and delivery of projects and policies with 
recordable outcomes; liaison with external agencies. 
3. Student Voice
To support activities and projects which allow the College to hear, understand and use student feedback more effectively; to support the work of Class and Course representatives and the Student Executive. Supporting three Student Council responsibilities; Student Council conference, end of year event and charity fundraising. 
4. Supporting students to run and facilitate societies. 
To support students who may wish to set up a society and give direction to enable them to achieve their aims and goals within Equality and Diversity and Prevent guidelines. 
5. Lead other Enrichment Activities as agreed each year with the Assistant Principal, for example supporting Careers Passport and cross-college events.

All Student Development Officers will:

· Liaise closely with Academic Coaches, Additional Learning Support and teaching staff regarding individual student issues, as appropriate. 
· Support the induction and development of the Student Development Intern.

· Campus Management:
Including supervision of the refectory, societies base and prayer room, especially at peak usage; management of student behaviour using the Commitment process; encouragement of good time-keeping and attendance.

· Take an active part in the enrolment and interview process of new students, and support students by mentoring and other activities agreed with the Assistant Principal and delivered within proper College frameworks.
Other Responsibilities:

· Be responsible for Health and Safety within areas of own responsibility as laid out in the College Health and Safety Policy.

· To promote and comply with equality of opportunity as laid out in the College Equality and Diversity Policy.

· To actively promote Safeguarding, British Values and the College’s Preventing Vulnerability strategy.

· To take part in the College Professional Development and Performance Review Scheme.
The information given within the Job Description is intended to provide the postholder, and College managers, with an understanding and appreciation of the workload of this particular post and its role within The Sixth Form College, Solihull.

The Job Description outlines the main duties and responsibilities under broad headings.  It is not intended to specify every job activity or item in detail.

All College employees are expected to work flexibly to ensure that the responsibilities of their post are fulfilled efficiently and effectively according to the needs of the College and its students.

NB:

Job descriptions are subject to change because of the changing environment in which the College operates.  

Signed …………………………………………
Date ………………………………….
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	PERSON SPECIFICATION


TITLE:


STUDENT DEVELOPMENT OFFICER

GRADE/SCALE:

Grade F : Pts. 26-29
In accordance with the College’s short listing policy we will look for evidence of the characteristics listed below 

	CRITERIA
	HOW ASSESSED*

	EDUCATION/TRAINING

Essential:
· Successfully completed a level 3 course of study (A Level or equivalent)

· Good range of qualifications at level 2 (GCSE)
Desirable:
· Youth work, social work or teaching qualification
	A, I

A, I

A

	SKILLS/APTITUDES

Essential:
· Enthusiasm/Ability to motivate others

· Good interpersonal and team working skills

· Potential to work at a higher level

· Good communication skills

· Confident in communicating with a wide range of individuals and organisations who can offer opportunities to students of the College

· Ability to manage and organise projects with young people
· Ability to reflect and evaluate

· Problem solving skills

· Good IT skills

Desirable:

· Good understanding of the local area, including potential opportunities for students outside College
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	OTHER REQUIREMENTS

Essential:
· commitment to equality and diversity, safeguarding, British Values and the College’s Preventing Vulnerability strategy 
· commitment to continued professional development

· Commitment to equality of opportunity
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A, I
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*Key: I = Interview, A = Application Form, T = Test
	

	GENERIC JOB DESCRIPTION

Professional Services Staff


The following Generic Job Description is applicable to all Professional Services Staff and is designed to meet the needs of the College community.  It will be reviewed at least bi-annually.

Raising Standards of Achievement

· To work as a whole staff to raise standards of achievement for all our students.

· To adhere to the College’s policies and practice.

· To promote the College’s ethos in every aspect of the role presenting a positive image to the community.

· To act as a role model for our students, promoting our vision and values.

· To work flexibly to support the College’s needs; this may include the need to work beyond the confines of the normal working day, for which time off in lieu will be given in accordance with the College’s Time Off In Lieu Policy.

· To undertake any reasonable task as directed by the Principal.

· To be proactive in suggesting and supporting change for the benefit of the College community.

· To work outside the immediate role and team as necessary to ensure the smooth running of the College e.g. exam invigilation.

Our Students

· To be responsible for assisting with and monitoring the welfare, care and safety of students e.g. acting as a student mentor

· To take responsibility for reporting inappropriate student behaviour while on site to relevant staff and dealing with incidents if able, appropriate and necessary.

· To note, share and celebrate student achievement.

· To be aware of and work to achieving the College’s Strategic Priorities.

Support, Training and Professional Development

· To participate in Staff Briefings, Staff Meetings and whole College meetings as appropriate.

· To participate in whole College training and Staff Development Days as appropriate.

· To participate in the College’s Performance Management Programme.

· To make a full commitment to the delivery of the College’s policies for Health and Safety and Equality and Diversity.

· To actively promote Safeguarding, British Values, Prevent and the College’s Promoting Resilience: Preventing Vulnerability strategy.  

· To participate in professional development and training, cascade acquired skills and knowledge to colleagues and train individuals as appropriate.

· Training, support and assistance will be given, if and when needed, to help deal with student control and behaviour, coaching and other duties such as exam invigilation, accompanying trips, etc.
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