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JOB DESCRIPTION

	JOB TITLE
	Progress and Development Tutor

	JOB FAMILY
	TL6

	DIRECTORATE/DEPARTMENT
	Sixth Forms

	WEEKLY HOURS
	37

	MAIN CAMPUS BASE
	The Bedford Sixth Form

	REPORTS TO
	[bookmark: _GoBack]Deputy Head - Students



	JOB PURPOSE

	· To deliver the personal development and academic mentoring curriculum to set groups of students across both year groups
· To support subject staff by providing academic support and mentoring to students
· To contribute to the delivery of students/ programmes of study via tutorials and additional qualifications
· To develop students’ employability and life skills 
· To provide pastoral care and guidance to all students within allocated groups, including the monitoring and challenging of attendance
· To work with students (individually and in groups) on their emotional and academic wellbeing, enabling them to progress and achieve their full potential
· To support students with advice and guidance relating to their post 18 destinations
· To carry out all aspects of the role in line with TBCG culture and values
· To ensure the student experience is kept at the heart of everything 



	MAIN DUTIES

	1) Specialist Area
a) To ensure students receive high levels of support pastorally and to make good progress academically 
b) To ensure that students acquire and develop meaningful skills via the delivery of a robust personal development/academic mentoring programme to allocated groups of students
c) Assist the Student Support Manager in the development of resources and delivery of the pastoral schemes of work 
d) To deliver the VESPA programme to allocated groups of students and to monitor and evaluate the impact of this on students, adjusting the programme where necessary
e) To use the VESPA model and data generated from this to inform and plan intervention strategies with students
f) To support the delivery of students’ programmes of study via the delivery of an additional qualification e.g., EPQ, Core Maths, Sports Leaders, CREST. Exact qualification to be decided in discussion with the postholder.
g) To monitor attendance for allocated groups of students and implement timely intervention strategies where required (including liaison with subject staff, the Student Support Manager, the Deputy Head and parents)
h) Oversee the students’ independent learning plans by conducting a programme of one-to-one and group sessions with students to monitor progress, set targets and advise on how to improve
i) Advise students on the completion of Higher Education (UCAS), apprenticeship and employment applications and be responsible for co-ordinating and writing high quality academic references in partnership with subject teachers
j) To complete Level 3 Safeguarding and First Aid training 
k) Manage mental health and other well-being concerns, sign posting to internal workshops and outside agencies. Working with Specialist Student Support when necessary.
l) To work effectively with key stakeholders such as external agencies
m) To support the Deputy Head – Students with new student induction
n) Carry out administrative duties relevant to the post, including mandatory record keeping and providing information/data.
o) To ensure that there is frequent and meaningful communication with staff at all levels, and to work closely with teachers to ensure appropriate support is provided to all students
p) To contribute to the creation of an environment and culture in which staff and students can thrive


	2) College Wide Responsibilities
a) To attend other TBCG campuses for team management, meetings etc. as required
b) To support and participate in weekly ID checks and walk rounds
c) To support and participate in invigilation during exam periods
d) To support and participate in TBCG open days and other key events, including prospective student interviews






	STATUTORY DUTIES

	a) SAFEGUARDING – To be responsible for promoting and safeguarding the welfare of children, young people and vulnerable adults and for raising any concerns in line with TBCG policy and procedure
b) EQUALITY & DIVERSITY – To be responsible for promoting equality & diversity in line with TBCG policy and procedure
c) HEALTH & SAFETY – To be responsible for following health & safety requirements in line with TBCG policy and procedure
d) TRAINING & DEVELOPMENT – To participate proactively in training & development including any required qualification development









PERSON SPECIFICATION

	CATEGORY
	ESSENTIAL CRITERIA
	DESIRABLE CRITERIA

	Qualifications / Training
	· Educated to at least level 3 with relevant qualifications
· English and Maths A*- C (or equivalent)
· Evidence of recent professional development in relevant areas

	· 3 A level qualifications at A*-E
· Recognised management qualification 

	Knowledge / Experience
	· An excellent knowledge and understanding of Post 16 education
· Experience of school/college-based learning support
· Understanding of how to promote Equality and Diversity within the role
· Up to date knowledge of dealing with all aspects of safeguarding young people and vulnerable adults and the Prevent Agenda
· Knowledge of sixth form assessment and reporting (including measuring students’ progress)

	· Knowledge of the VESPA model and its role in improving student outcomes
· An up to date understanding of the UCAS process
· Experience of supporting students with UCAS applications
· Experience of supporting students facing additional challenges


	Skills
	· The ability to deliver an additional qualification to groups of students
· The ability to relate to young people and develop an excellent rapport with those you support
· The ability to motivate young people to reach their potential
· Excellent verbal and written communication skills
· Excellent organisational skills
· Excellent prioritisation skills
· High level of computer literacy
	

	Attributes
	· A professional and caring approach
· Commitment to education values
· Relentless desire to improve
· Ability to communicate and network with a variety of stakeholders
· Ability to adapt and respond positively to change and challenge, and to multi task in a fast-moving environment
· Ability to deal with sensitive data confidentially and a high level of personal integrity
· Ability to work both alone and within a team
· Ability to work under pressure and adapt to changing workload demands
· Ability to work to deadlines
· Ability to build professional relationships
· Possess a thorough and methodical attention to detail
· Commitment to own continued professional development
· Demonstrates the ability to work in line with The Bedford College Group’s values, policies and procedures, with particular reference to Equality & Diversity, Safeguarding and Health & Safety
	

	Additional Requirements
	· Responsibility for promoting the safeguarding and welfare of students
· Ability to travel to all campus locations for meetings, events, training etc.
· Ability to adapt working hours to changing needs in the business when these occur
· A clear understanding of the appropriate professional boundaries and relationships that should be formed and maintained with children and young people
	· Awareness of health and safety requirements relating to the job role
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