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JOB PROFILE
Job title:   		Cover Supervisor
Grade:			Band 6 
Accountable to: 	Head of Student Experience / Head of Faculty 


General Duties and Responsibilities 
· To contribute to the strategic direction and operational effectiveness of the College 
· Ensure the responsibilities of the post are carried out in a way that reflects the standards, vision and values of the college
· Deliver on key performance indicators across the College, aiming to deliver continuous improvement 
· Promote the College with employers, sector bodies, schools and the local community, developing effective partnerships with employers, the funding agencies and other representative bodies
· To proactively promote Safeguarding practice, EDI, Health and Safety and the well-being of all our students and staff 
· To complete and remain up to date with Mandatory Training
· To participate in the College Professional Development and Review (PDR) Scheme

Specific Duties and Responsibilities 
· Supervise the students working on a pre-set learning activity in the absence of a lecturer.
· Establish productive working relationships with students, acting as a role model and setting high expectations.
· Liaise with the Head of Faculty or Curriculum Manager to understand what the pre-planned exercise for the class will be and what resources may be given to students to facilitate learning.
· Record and report attendance at lessons in accordance with college procedures.
· Explain and respond to students about what is required and what pre-prepared task/exercise they will be expected to undertake.
· Answer any general questions the students have in relation to the work set and model expectations to students.
· Manage behaviour of students to ensure that a constructive learning environment is maintained by using a range of strategies to deal with classroom behaviour as a whole and also individual behavioural needs.  This will include meeting and communicating with parents as required.
· Report back to the designated lecturer as appropriate.
· Work with lecturing staff to establish an appropriate learning environment which is purposeful, orderly and productive.
· Assist lecturing staff in lesson planning, evaluating and adjusting lesson/work plans as appropriate.
· Ensure timely and accurate design, preparation and use of specialist equipment/resources/materials as required by lecturing staff.
· Support with keeping and updating records as agreed with lecturing staff.
· Support the use of IT and Digital Innovation in learning activities and develop students’ competence and independence in its use.
· Support the curriculum team with monitoring and proactively act on attendance issues for cover lessons and those taught within the designated faculty area; liaise with parents/ carers/ guardians where concerns arise around poor attendance.
· Where required, support with tutor group sessions and small group interventions to identify students' needs and provide appropriate guidance and support, referring to specialists and other staff as appropriate
· Support the curriculum team with the pastoral support of students within the designated faculty area 
· Where required, administer and invigilate exams.
· Where required, support with End Point Assessments
· Provide general clerical and administrative support to the designated faculty area
· Attend faculty area meetings and other wider college meetings as required.







PERSON SPECIFICATION
	Role: Cover Supervisor
	E/D
	A
	I
	T

	Qualifications:  

	1
	Level 2 Maths and English or equivalent
	E
	X
	
	

	2
	Level 5 relevant qualification (degree or vocational)
	E
	X
	
	

	3
	To hold, or be prepared to achieve a recognised teaching qualification within agreed timescales   
	E
	X
	
	

	Experience and Skills:

	4
	Experience of working in education (desirable FE experience)
	E
	X
	X
	

	5
	Experience of working within a classroom environment supporting a wide range of students and abilities
	E
	X
	X
	

	6
	Experience of motivating students to keep them focussed and on task
	E
	X
	X
	

	7
	Experience of providing pastoral support to students and the ability to handle complex and sensitive issues with empathy and understanding. 
	E
	X
	X
	

	8
	Ability to support a flexible and innovative approach to the delivery of the curriculum, including the use of learning technologies  
	E
	X
	X
	

	9
	Experience of liaising with external stakeholders and agencies.
	E
	X
	X
	

	10
	Skills to self-evaluate your own learning needs
	E
	X
	X
	

	11
	Possess strong behaviour management skills
	E
	X
	X
	

	12
	High standard of written and verbal communication skills
	E
	X
	X
	

	Personal Attributes: 

	13
	Able to work effectively as a member of staff providing support to the faculty. 
	E
	X
	X
	

	14
	A respectful and inclusive attitude to students and colleagues
	E
	X
	X
	

	15
	Deal with people and situations in a patient, objective manner
	E
	X
	X
	

	16
	Demonstrate a genuine commitment to uphold and promote equal opportunities and diversity
	E
	X
	X
	

	17
	Commitment to quality and excellence through evidence of continuing professional development
	E
	X
	X
	

	18
	Demonstrate a knowledge and understanding of Safeguarding / Child Protection issues relevant to the post
	E
	X
	
	



KEY: 

	E
	Essential 

	D
	Desirable

	A
	Assessed by Application Form  

	I
	Assessed by Interview

	T
	Assessed by Test 
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