COVER SUPERVISOR
JOB DESCRIPTION
· The post is Grade 6.
· Based at The Thomas Adams School.
· The post is for 27.5 hours per week, term-time only.
· The appointment is subject to one month’s notice on either side.
· The conditions of service will be those specified by the NJC for Local Authorities Administrative, Professional, Technical and Clerical Staff.
GENERAL DUTIES AND ROLE

We are looking for an enthusiastic, highly organised person who is capable of using their own initiative.  The person appointed will provide cover for absent teaching staff, working in classrooms with students.  In addition they may be required to act as a Teaching Assistant or provide cover in the Library or for general Administrative tasks.
SPECIFIC DUTIES
· Liaise with administrator responsible for day to day cover

· Act as a relief member of staff supervising classes for absent teaching staff

· Ensure students are provided with work left by teaching member of staff

· Deliver materials/work through appropriate classroom management
· Provide feedback to relevant member of teaching staff as necessary

· Act as a relief member of Teaching Assistant staff supervising individuals or small groups of students in a classroom situation

· Act as a relief member of Pastoral staff doing LINC duties when required
· Act as a relief member of Administration staff
PERSON SPECIFICATION
· Enjoys working with students
· Good communicator
· Ability to use initiative as well as work as part of a team
· Flexible
· Highly organised
· Proactive
· ICT literate
· Enjoys administration
· Able to cope with high levels of responsibility
This post is exempt from the Rehabilitation of Offenders Act 1974 and as such all applicants who are appointed to this post will be subject to an Enhanced Disclosure from the Criminal Records Bureau before the appointment is confirmed.  This check will include details of cautions, reprimands or warnings, as well as convictions and non-conviction information.  Once provisionally appointed, the successful applicant may also be required to apply for an Enhanced Disclosure at predetermined intervals during the course of their employment whilst in this post.

