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       AES Job Description – Professional Support Staff
	Name: 
	Team: Study Club


	Post : Study Club Manager
	Band: 3 –mid 


	Date appointed to post: 
	Date appointed to school: 


	Senior Line Manager:  Business Manager

	Immigration Status: 

	Line Management Responsibilities:  None


	Hours: 17 ½ hours per week, term time only + training days 07:45 to 09:30  and 15.15 to 17:00

	Line Manager:
	Lead Practitioner: English

	JOB PURPOSE: 
· Supervise the Study Club, supporting the learning of those who attend


	· Promote the Study Club to students, parents and departments, working in liaison with departments to support students’ learning and build resources to support this.

· Maintain attendance register at Study Club and assist in providing regular reports to the Business Manager and Headteachers

· Offer basic study advice to pupils and respond to requests for assistance.

· Ensure that the Code of Conduct for the use of computers is followed and that the Library is properly maintained.
· Contribute to and maintain the library as an appropriate working environment
· To respond to general questions and support students’ organisation and resource needs 

· Supervise students engaged in learning activities

· Liaise with Year Leaders when needed

· Support  and promote positive values, attitudes and good pupil behaviour dealing promptly with conflict and incidents in line with the Anglo Agreement and encourage pupils to take responsibility for their own behaviour, acting as a positive role model
· Be aware of and support cultural or linguistic difference, ensuring all pupils have equal access to opportunities to learn and develop
· See appropriate enrichment and revision materials to support homework and exam preparation  work
· Liaise with the line manager as appropriate



	GENERAL:
· Work as part of the Study Club Team to support student and staff well-being 
· Attend relevant training meetings and take responsibility for own development, taking part in the performance management review in discussion with your line manager.
· Attend relevant school meetings as required

· To comply with individual responsibilities, in accordance with the role, for health & safety in the workplace.

· Ensure that all duties and services provided are in accordance with the School’s Equal Opportunities Policy. 

· To understand, promote and act in accordance with  the school’s policy and practice regarding  safeguarding and the welfare of children and young people 

· The duties are neither exclusive nor exhaustive and the post holder may be required by the Headteachers to carry out appropriate, reasonable additional duties, including supporting other Professional Support Staff Teams, within the context of the job, skills and grade.


	PERSONAL DEVELOPMENT, BEHAVIOUR AND WELFARE:

· Promote positive student behaviour in line with school policies and help keep students on task, applying appropriate sanctions in line with school policy

· To understand and apply school policies in relation to health, safety and welfare

· Support students in developing independent and collaborative study skills in order to optimise learning and develop appropriate relationships



	INTERNATIONAL ETHOS:
· To support and promote the school’s distinctive ethos and curriculum

· To support the school visits programme as appropriate e.g Taking part in the visits, supporting Globex etc
· Be familiar with the varying needs and characteristics of different faiths and cultures


	ADMINISTRATIVE/CPD: 
· Participate in training and other learning activities as required to further the role and understanding 




AES PERSON SPECIFICATION
Study Club Manager
	Experience


	· Successful recent experience working in a school
· Working effectively as part of Study Club Team
· Good numeracy and literacy skills

	Qualifications


	Essential

· Experience in general administration 

· Educated to Level 2 or equivalent in English and Mathematics
· Ability to use basic IT programs such as Word, Excel, Powerpoint
	Desirable:

· Level 3 qualifications in English and one other subject studied at AES.

	Knowledge, Skills & Aptitudes


	· Be able to communicate with students and staff at all levels and to exchange verbal information clearly and sensitively verbally and in writing
· Able to work both individually and as part of a team

· Be able to work on his/her own initiative and manage time and workload efficiently

· A positive approach to work, based on finding solutions to any given problem.

· The skills needed to work successfully in a team and to contribute to group thinking and planning

· An ability to be flexible and creative

· An ability to follow instructions accurately

· An ability to work calmly under pressure, showing  patience, enthusiasm, resilience, initiative and kindness in adversity

· A strong “can do” attitude

· Understand and comply  procedures and legislation relating to confidentiality
· Demonstrate a clear commitment to develop and learn in the role

· Ability to effectively evaluate own performance

· Understand and comply  procedures and legislation relating to confidentiality

	
	Personal Development & Welfare: 

· An understanding of Child Protection and Safeguarding policies and procedures

· A belief that in schools we can make a difference to the lives of young people and thereby make the world a better place

· A commitment to safeguarding and promoting the welfare of children and young people 



	
	International: 

· An understanding of, commitment to or willingness to fully embrace an internationalist ethos and vision  



	
	Administrative/CPD:

· A commitment to their own personal development and the continuing progress of the school 

· Be expected to undertake relevant additional training

· Effective time management and the ability to maintain a proper work-life balance

· An awareness of, and commitment to equalities of opportunity and inclusion in education
· Assist in the writing of Study Club reports to the Headteacher, collating appropriate data and information to support this.


