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Learning Mentor
Job Description and Person Specification


	Line Manager
	Deputy Headteacher

	Grade
	5

	Hours
	37.5 hours (term time only)

	Hours of work
	To be confirmed 

	Supervisory responsibility
	None



Main purposes of the job
· To work with the school’s pastoral team as a learning mentor to assist students who need help overcoming barriers to learning
· To lead direct work with individual and small groups of students 
· To liaise with teaching staff, parents/carers, additional needs and EAL staff

Main duties and responsibilities:

1. To supervise and support students who are in the Focus Area, for example, collection of work, providing guidance with tasks and ensuring learning is completed
2. To maintain accurate daily records and carry out other administration tasks
3. To work with those students identified by the school’s pastoral team by drawing up and implementing personalised action plans. Meet with those students individually or in small groups according to a pre-arranged timetable
4. To work as part of the pastoral team to develop to create effective and innovative support and intervention packages
5. To be a reference point for students who are referred by the pastoral team,
supporting students as appropriate in relation to achievement and attitude to learning
6. To liaise with parents/carers of students as directed by relevant SLT to keep them informed of their child’s needs and progress
7. To support an induction package to students arriving at the school as an in-year admission, as directed by relevant staff
8. To follow up safeguarding issues in line with school policy and procedures
9. To meet with teaching and support staff regarding individual or small groups of students to discuss barriers and to share strategies to support their learning and achievement
10. To take part in student activities, including school trips and enrichment activities to support students and to develop a better understanding of how they respond to different approaches
11. To attend occasional relevant after school events, such as Parents’ Evenings
To attend relevant meetings regarding student progress and welfare
12. To attend pastoral and inclusion meetings as required.
13. To assist students with the organisation and completion of their learning
14. To organise clubs/activities for students at lunchtime/break 
15. To carry out duties in school as directed by senior staff
16. To support with attendance and punctuality in school, including conducting home visits, when required
17. To contribute to the delivery of parent/carer workshops
18. To support students to re-integrate when they return to school 
19. To record on the management information system student successes and incidents of inappropriate behaviour as per whole school procedures.
20. To write and/or collate information and data including reports for the school administration, governors or any other relevant bodies
21. To contribute to providing effective transition time for vulnerable students.
22. Commitment to your further professional development through undertaking relevant training and sharing best practice with colleagues
23. Overall responsibility for the safekeeping of the data within remit.
24. To undertake any other relevant tasks and duties as directed by line manager

Safeguarding
25. To respond to any child protection issues in line with whole school procedures.
26. To comply with all safeguarding requirements as per the school’s Child Protection and Safeguarding policy and all other relevant documentation and legislation 

School
1. To work within school policies and procedures.
2. To abide by the expectations of the pastoral team.
3. Build professional relationships across the whole school and with other stakeholders.
4. Collaborating and sharing of best practice within school.

Note: In addition, other duties at no higher level of responsibility may be interchanged with/added to this list as required. Whilst every effort has been made to explain the main duties and responsibilities of the post, individual tasks undertaken may not be identified. 
Employees will be expected to comply with any reasonable request from the manager to undertake work of a similar level that is not specified in this job description. 
This job description may be amended at any time in consultation with the postholder. 

Employee signature: 						Date:			
Manager signature:						Date: 	

Person Specification
Essential and Desirable Requirements
	Criteria 
	Essential 
	Desirable 

	A. Qualifications and Experience
	
	

	To be educated to at least A level standard (or equivalent)

	
	x

	Previous successful experience of working with young people on an individual basis, supporting their personal development

	x
	

	A good working knowledge of secondary schools

	x
	

	To be able to relate to a wide range of young people from different ethnic and social backgrounds, as well as teachers and other professionals

	x
	

	Relevant professional qualification/qualifications in associated areas 

	x
	

	B. Knowledge, Skills and Abilities
	
	

	Excellent written and verbal communication skills

	x
	

	Full working knowledge of relevant polices and awareness of relevant legislation

	x
	

	Understanding of issues related to under-achievement and the barriers to learning that some students face

	x
	

	Ability to work effectively with, and command the confidence of, teaching staff and senior leaders within the school

	x
	

	An understanding of the importance of following school procedures and working within a team under clear line management structures

	x
	

	Working knowledge of effective evidence-based programmes and strategies to use to support and motivate young people

	x
	

	Determination to see problems and solutions through to the end

	x
	

	Excellent organisation and time management skills

	x
	

	The skills to work collaboratively as part of a team

	x
	

	Ability to develop effective working partnerships with students and their families including the ability to motivate and support by developing a wide range of strategies to meet students’ needs

	x
	

	Flexibility and adaptability, as well as the ability to work well under pressure

	x
	

	Report writing skills and the ability to maintain accurate records

	x
	

	Good general IT skills

	x
	

	A commitment to equality, diversity and inclusion

	x
	

	An understanding of confidentiality and the handling of sensitive information

	x
	

	Knowledge of, and a commitment to, safeguarding in schools

	x
	

	C. Personal Qualities
	
	

	Commitment to helping individuals achieve their goals

	x
	

	High level of organisation and independence, being able to respond to challenges as they arise 
	x
	

	Be able to work as part of a team

	x
	

	Commitment to raising achievement and aspiration

	x
	

	Commitment to self-development

	x
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> Villiers

“For life, not school, we learn”




