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JOB DESCRIPTION

	
JOB TITLE
	
ASSOCIATE YEAR LEADER

	GRADE
	Grade 5: £24,496 to £30,151pa FTE. Salary is £21,256 to £26,164 pro rata to hours worked each week and the number of weeks worked each year


	HOURS
	37 hours per week (5 days per week), term time only + 5 teacher training days




Job Purpose:

To manage and support the work of students to ensure that they reach optimum performance both academically and personally, in collaboration with other stakeholders.

Duties and Responsibilities:

Personnel Management

· To support to create a team ethos with tutors.
· To support and monitor the work of tutors.
· To support plan and deliver high quality, thought-provoking assemblies for the year group.
· To support advise faculty leaders about issues relating to the year group.

Curriculum Management

· To liaise with teaching staff, faculty and subject leaders in relation to student achievement, behaviour and the teaching and learning needs of individuals and groups of students.
· To support the development and monitoring of PSHCE, RSE, citizenship and spiritual and moral education across the curriculum alongside middle and senior leaders.
· To coordinate an enriching and engaging tutor programme.
· To monitor and evaluate assessment data across the year group, identifying trends in student performance and especially of vulnerable groups such as Pupil Premium, EAL, more able, SEND and Looked after Children.
· To define and implement intervention strategies to support students in their learning and to evaluate and report on the outcomes and effectiveness of those strategies.
· To develop individualised learning plans in collaboration with other key staff.
· To coordinate rewards for the year group, including graduation and other initiatives.
· To contribute to the successful completion of home learning for all students.

Student Management
· To encourage positive attitudes and behaviour around the school.
· To assist in transition arrangements- between key stages and year groups, as appropriate. This may include involvement in the options process and careers destinations, for example.
· To monitor, encourage and develop strategies to promote high standards of attendance and punctuality, in liaison with tutors, attendance and welfare staff and parents/carers.
· To encourage and develop parental contacts with tutors and others as appropriate.
· To liaise with the wider pastoral team, including Thrive and safeguarding, as necessary.
· To liaise with outside agencies, such as social services, youth services and the police.
· To coordinate and lead charity and community work in the year group.
· To take a lead in managing behaviour by taking detentions and supervising the isolation of students.
· To be on-call and available for students throughout the day.

Professional

· To participate in parents’ consultation evenings.
· To undertake student supervision duties around the school site including cover.
· To carry out other such duties and responsibilities as may be agreed with the headteacher within the scope and the spirit of the job purpose, the title of the post and its grading.
· To carry out the duties of the post with due regard to the school's equal opportunities policy, safeguarding, data protection, finance and health and safety procedures.
· To be accountable for promoting and safeguarding the welfare of students.



PERSON SPECIFICATION

	ATTRIBUTES
	JOB REQUIREMENTS
	MEASUREMENT

	
EDUCATION AND QUALIFICATIONS
	· GCSE or equivalent including Maths and English at Grade C or above
· GCE Advanced Level or equivalent qualification
· Evidence of higher-level qualification is desirable
	A

A A

	

EXPERIENCE
	· Evidence of recent management and organisational experience with people
· Ability to present information to a variety of audiences
· Experience of working with children
· Experience of working in a customer facing environment
	A, I, R

I
A, I, R A, I

	
	· Ability analyse and interpret data
· Ability to find solutions to complex problems and to manage change and work flexibly and professionally during times of change
· Knowledge of safeguarding policies and procedures
· Understands how to ensure effective student learning through challenging, supporting and motivating young people
· Understanding of promoting positive relationships with the wider school community
	
A, I, R
A, I, R

	KNOWLEDGE AND UNDERSTANDING
	
	
A, I, R A, I

	
	
	A, I

	







SKILLS
	· Ability to relate to teachers, other professionals, parents and pupils
· Ability to work as a member of a team and work on their own initiative
· Commitment to school improvement and raising achievement for all students
· Ability to remain positive and enthusiastic when working under pressure
· A competent user of ICT
· Demonstrates that mutual respect, approachability, challenge and praise are key to managing student relationships
· Excellent interpersonal skills to be able to communicate with students, parents/carers, and all members of the community.
· Is flexible, committed, resilient and enthusiastic in their approach
	
A, I

A, I, R A, I
A, I

A, I
A, I, R

A, I, R

A, I, R

	
	· Ability to prioritise own workload to meet agreed deadlines
· Ability to handle confidential information correctly
	A, I, R A, I

	



OTHER
	· Ability to relate to and promote the ethos of the school
· Willingness to undertake training as required
· Excellent attendance and punctuality in line with school Promoting Health at Work Policy
· This post is exempt from the provisions of the Rehabilitation of Offenders Act 1974. An Enhanced DBS certificate will be required prior to appointment
	
A, I
A, I
A, I, R



A- Application Form, I – Interview, R- Reference








Special Requirements

Safeguarding 

Staff are accountable for the way in which they exercise authority, manage risk, use resources, and protect students, who they are responsible for or in contact with, from discrimination and avoidable harm.  All staff, where paid or voluntary, have a duty to keep young people safe and to protect them from harm.  When an individual accepts a role that involves working with children and young people, they need to understand acknowledge that the responsibilities and trust are inherent to that role.  There will be a requirement that staff observe their obligations in accordance with the Trust’s safeguarding procedure and report any concerns in accordance with the procedure to the appropriate person.   
 
Rehabilitation of Offenders Act 1974  
This job is exempt from the provisions of the Rehabilitation of Offenders Act 1974. Appointment to this job is subject to an enhanced DBS disclosure being obtained, and any relevant convictions cautions, and reprimands being considered. Any convictions cautions or reprimands of relevance, obtained by the post holder after enhanced DBS clearance has been acquired, must be disclosed to the headteacher by the post holder.  Failure by the post holder to do so, or the obtaining by the post holder of a relevant conviction caution or reprimand, may be managed in accordance with the Trust’s disciplinary procedure. 
 
Health and Safety 
The post holder is required to exercise their duty of care by taking responsibility for their own health and safety, and the health and safety of other people who may be affected by their acts or omissions (failure to act). Full guidance regarding health and safety is set out in the Trust’s Health and Safety Policy, and in any risk assessments relevant to the post holder’s role or circumstances. Which must be observed.  
 
Confidentiality and Data Protection  
The post holder is expected to comply with the provisions of the Data Protection Act 2018.  Any information they have access to, or are responsible for, must be managed appropriately and any requirements for confidentiality and security observed. Information must not be disclosed to any person or Authority, for example a parent or the Police, without observing the correct procedure for disclosure as set out in the Trust’s Data Protection Policy.  
 
Equality and Diversity  
The Trust is committed to equality and values diversity. As such the Academy is committed to fulfilling its Equality Duty obligations, and expects all staff and volunteers to share this commitment. The Duty requires the Academy to have due regard to the need to eliminate unlawful discrimination, harassment and victimisation, advance equality of opportunity and foster good relations between people who share characteristics, such as age gender, race and faith, and people who do not share them. Staff and volunteers are required to treat all people they meet, with dignity and respect, and are entitled to expect this in return. 
 
Training 
The Trust has a shared responsibility with the post holder for identifying and satisfying training and development needs.  The post holder is expected to actively contribute to their own continuous professional development, and to attend and participate in any training or development activities required to assist them in undertaking their role and meeting their safeguarding and general obligations. 
 
This job description may subject to review and/ or amendment at any time to reflect the requirements of the job. Any amendments will be made in consultation with any existing post holder and will be commensurate with the grade for the job. The post holder is expected to comply with any reasonable management requests. 
 
Copies of all relevant policies are available through the post holder’s line manager and the Trust HR team 
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