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Job Description

Job Title:			6th Form Academic Mentor

[bookmark: _GoBack]Pay Scale:			APT&C Scale 1a/2, Point 1 = £22,884 
				
Hours of Work:			36 hours per week, Term Time Only, Monday to Friday
				(08.00-4.00 with a 45 min break)


Core Purpose

To support students and staff within  the 6th Form Team.  Ensuring effective management of resources and 6th Form study space, whilst contributing to the development of students both academically and pastorally.  

Accountable to

Leadership group: Assistant Principal/Director of VI Form

Key Duties
· Management of  6th Form Study Zone in terms of behaviour for learning ensuring all students are working, productive and quiet within the space. 
· To manage resources within the Study Zone ensuring it is tidy and well maintained
· Monitor attendance in Private Study, Academic Enrichment and 6th Form cover lessons. Flagging missing students and ensuring safe guarding of missing students. 
· To manage Private Study, Academic Enrichment and 6th Form Cover in the Study Zone each lesson
· To mentor and support identified 6th Form students as directed by the 6th Form Team. Developing support programmes which will contribute to students progress and development 
· Support the work of the attendance officer as directed by the 6th Form Team
· To organise assist in event organisation / facilitation
· To assist Raising Standards Leader with Year Group communication and tracking
· To help build the student’s confidence and enhance self-esteem.
· To monitor the social, emotional and physical wellbeing of the student.
· Contributing to the overall ethos, work and aims of the school.
· Appropriate break and lunch duties as agreed with Assistant Principal
· To assist with communication with parents / guardians as directed by the 6th Form team
· Support progression work of 6th Form students including FE college applications, UCAS, Job Seekers, Destination Reporting as directed by 6th Form teams
· Safeguarding and welfare of all students
· Relevant record keeping and organisation
Teaching and Learning

· Support the development and implementation of targets for individuals/groups of students, using data, target setting, review and appropriate communication with team and families
· Assist in promoting positive pupil behaviour
· Ensure appropriate behaviour for learning.
· Use ICT skills to advance pupils’ learning.

Planning

· Prepare the Study Zone for  lessons
· Event facilitation
· Planning for intervention and mentoring
· Planning for appropriate progression route mentoring and support


Working with colleagues and other relevant professionals

· Monitor and keep accurate records of support for feedback
· Communicate effectively with other staff members and pupils under the direction of the Assistant Principal/Director of 6th Form and other relevant staff
· Collaborate and work with colleagues and other relevant professionals within and beyond the school
· Develop effective professional relationships with colleagues

General

•	Attend parents’ evenings, open days and meetings with parents/carers and other professionals as required.
•	To assist and participate in extra-curricular activities as required.
•	Attend relevant meetings and training sessions.
•	Comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
•	Keep abreast of developments and changes in her/his field and communicate to colleagues as appropriate.
· To play a full part in the life of the school community, supporting its mission & ethos.

Additional Duties

You may be required carrying out additional duties, as the Principal/ Director VI Form may reasonably request from time to time.

Employees have a high degree of responsibility for the children and young people that they will come into contact with.




Equal Opportunities

To ensure, that the spirit of the School policy is implemented.


Signed:………………………………………………………………………………………………………….



Print Name:………………………………………………………………………………………………….



Date:……………………………………………………………………………………………………………


Person Specification for 6th Form Academic Mentor

	
Qualifications
· Educated to at least GCSE grade C standard or equivalent in English or Mathematics
· Educated to Degree Level 

Experience and Knowledge
· Previous experience of working with children and supporting them in an educational environment
· An interest in how children learn and behave

Skills and Abilities
· Ability to build and form good relationships with students, parents/carers and colleagues.
· Ability to work constructively as part of a team, understanding school roles and responsibilities, including own
· Good verbal and written communication skills appropriate to the need to communicate effectively with colleagues, students, parents/carers and other professionals
· Ability to use a range of ICT packages and equipment effectively to support learning
· Ability to adapt quickly and effectively to changing circumstances/situations.


Personal
· A diplomatic and patient approach.
· Able to appropriately deal with confidential information/situations
· Efficient and meticulous in organisation.
· Confident 
· Resilience


Other
· Commitment to working within the School’s Child Protection Policy
· Commitment to high standards and expectations
· High levels of professional integrity, energy and enthusiasm
· Flexibility to undertake any role
· A good sense of humour
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