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JOB DESCRIPTION AND PERSON SPECIFICATION

Post Title: 	KS4 LEARNING MENTOR
Grade/Hours:		G6 – 37 hours per week, term time only
Responsible to:	KS4 Progress Leader 
                                                               
DUTIES AND RESPONSIBILITIES/KEY TASKS:

In the short term, the KS4 Learning Mentor will be supporting the literacy priority in school by delivering the Thinking Reading Programme.  The long term duties and responsibilities of the role are below:

ACADEMIC MENTORING
· To assist identified pupils in achieving targets for personal academic improvement.
· To raise the achievement of all students with a particular focus on those in receipt of pupil premium. This will include a specific focus on literacy and reading, to ensure that students are able to understand exam content. 
· To contribute to the analysis of assessment data, as evidence of students’ progress, to accurately identify students who need extra help.
· To assist and support students who are underperforming in their subjects on a one-to-one or small group basis, outside the classroom, as appropriate.
· Work with pupils, one-to-one, to encourage them to maximise their potential through a range of strategies and support programmes, e.g. use strategies which: 
·    Develop organisational skills and memory, 
·    Develop independent and collaborative working, 
·    Improve the students’ attitude to learning. 
· To draw up agreed action plans with students outlining the aims of the mentoring.
· Monitor and evaluate the effectiveness of action plans and amend as appropriate.
· Support and attend the KS4 Progress Leader’s Raising Standards meeting with the Assistant Headteacher (Quality of Education).
· To listen to and support students to resolve a range of issues that are creating barriers to learning. In addition to academic mentoring, this includes the implementation of strategies to raise students’ self-esteem and to build confidence and supporting students in decision making and self-organisational skills.
· To assist students to make a successful transfer between educational establishments and transition at key stages in their learning.
· To liaise with parents and outside agencies as appropriate.
· To facilitate the process of enabling the student to meet coursework deadline dates by supporting both students and teaching staff. 
· To advise and signpost parents when necessary.
· To set up meetings with relevant individuals where appropriate to share information/support families/individual students.
· To support the KS4 Progress Leader with the creation and maintaining of the Achievement Calendar during summer exams, including the pre-exam sessions with subject teachers.
· To support the KS4 Progress Leader and Faculty Leaders by tracking the students attending Y11 intervention/revision sessions.
· To liaise with school staff to identify students who would benefit from mentoring.
· To support with the organisation and to attend KS4 Parents’ Evenings, Y9 Guided Choices Evening, Y10 & Y11 Revision Evening and Ridgewood Sixth Form Open Evening as appropriate.

EXAMS
· To support the Exams Officer with the smooth running of internal and external examinations.  
· Act as an invigilator/prompt/scribe in internal and external examinations.
· Communicate the Achievement Calendar to staff during periods of external examinations.

ALTERNATIVE PROVISION
· Liaising with the Inclusion Manager, keep an accurate, up to date record of which students at on an alternative curriculum including but not limited to:
· Days in and out of school
· What subjects they are completing in school
· What qualifications they are accessing in and out of school
· Who is the key member of staff at the alternative provision who leads on their education
· Support the KS4 Progress Leader and Inclusion Manager with the collection of predicted grades (REGs) for Creating Futures data drops.
· To support the Exams Officer with planning the mock and official exams for students on a bespoke curriculum package.

PUPIL PREMIUM
· To support the KS4 Progress Leader with the:
· Identification of the barriers of learning for our Pupil Premium students.
· Coordination of intervention for our Pupil Premium students.
· Tracking the impact of this intervention.
· Analysis of the interventions.
· Support and attend the KS4 Progress Leader’s Raising Standards meeting with the Assistant Headteacher (Quality of Education).

TRANSITION
· To support the school with KS3-4 transition by liaising with the KS3 Learning Mentor.
· To support the school with KS4-5 transition by liaising with the Post 16 Leader and the SLT member responsible for the Sixth Form.
· To support the Assistant Headteacher with the Year 9 Guided Choices process.
· Undertake a key role for the transition of KS3 students into KS4 and all that this entails.
· To identify students who are at risk of becoming NEET and liaise with careers, Ridgewood Sixth Form and other Post 16 institutions to ensure they have a suitable route.
· Support students with preparation for life after school i.e interviews, completing Sixth Form applications.
LIBRARY MANAGEMENT
· To work alongside other Learning Mentors to take up responsibility for the management, administration and running of the Library.
· To support literacy intervention of students who are identified by the Quality of Education team.
· To supervise pupils using the Library at break and lunchtime.
· To oversee the online library records system.
· To undertake the stock taking process for the Library and ensure all resources are in their correct places.

MISCELLANEOUS
· To participate in the process of appraisal.
· To network with other Learning Mentors and share best practice.
· Cover for absent colleagues and interchange duties as necessary at busy times.
· To be aware of the responsibility for personal Health, Safety and Welfare and that of others who may be affected by your actions or inactions.	
· To co-operate with the employer on all issues to do with Health, Safety and Welfare.
· These duties and responsibilities should be regarded as neither exhaustive nor exclusive as the postholder may be required to undertake other reasonably determined duties and responsibilities commensurate with the grading of the post.
· Undertake such other duties that may from time to time be reasonably requested.
· To undertake appropriate training as required, in order to be able to undertake the duties and responsibilities that are required. 

[bookmark: _GoBack]Hours of work to be 37 hours per week term time only.   Daily hours to cover the school working day.

All employees contribute to the safeguarding and promotion of the welfare and personal care of children and young people and appropriate Child Protection Procedures.

This job role sits alongside the requirement for staff to abide by all school policies and relevant national and local requirements including terms and conditions.  This job profile is not exhaustive and the post holder may be required to undertake other duties as necessary and appropriate.
Note: This job description is not your contract of employment or any part of it. It has been prepared only for the purpose of school organisation and may change either as your contract changes or as the organisation of the school is changed.

All posts at the school are subject to a six month probationary period.  Confirmation of the position is subject to satisfactory completion of this period.
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Person Specification
	A = Application, R = Reference, I = Interview
	


	
	Essential
	Desirable
	How identified

	Qualifications
	
	
	

	5 x GCSE grade C or above in English and Mathematics (or equivalent). 
	X
	
	A/R/I

	Level 3 qualifications (A level, BTEC or similar)
	
	X
	A/R/I

	Willingness to obtain and/or enhance qualifications and training for development in post.
	X
	
	A/R/I

	Experience
	
	
	

	Experience of working as a member of a team 
	X
	
	A/R/I

	Successful experience in working with young people.
	X
	
	A/R/I

	Experience of working with SIMS
	
	X
	A/R/I

	Experience working in a busy school or college environment
	
	X
	A/R/I

	Experience of handling data 
	
	X
	A/R/I

	Knowledge
	
	
	

	Knowledge and understanding of library administration system and database
	
	X
	A/R/I

	Champion for equality, diversity and inclusion and understanding of how this is relevant in a school setting
	X
	
	A/R/I

	Excellent IT skills including Word, Excel, e-mail and database programs
	
	X
	A/R/I

	Skills and Abilities
	
	
	

	High levels of literacy
	X
	
	A/R/I

	Able to work in and adapt to a fast-paced, changing environment.
	X
	
	A/R/I

	Able to problem solve and develop solutions
	X
	
	A/R/I

	Effective time management skills and able to take responsibility for workload and prioritising of tasks
	X
	
	A/R/I

	Ability to handle confidential information
	X
	
	A/R/I

	Able to work  collaboratively  with others
	X
	
	A/R/I

	Able to communicate clearly and confidently using a range of channels
	X
	
	A/R/I

	Able to build strong relationships and networks with stakeholders
	X
	
	A/R/I

	Ability to communicate effectively both verbally and in writing especially with the Headteacher, other senior leaders, teachers , and other professionals
	X
	
	A/R/I

	Ability to work under pressure and to deadlines
	X
	
	A/R/I

	Self-motivated with the ability to work with minimal supervision
	X
	
	A/R/I

	Personal Attributes
	
	
	

	Demonstrates a positive attitude, professionalism, passion, energy and a willingness to support all customers and stakeholders
	X

	
	A/R/I

	Demonstrates integrity, fairness and consistency in all working practices
	X
	
	A/R/I

	Motivated and committed to continuous improvement
	X
	
	A/R/I

	Ability to plan and prioritise own workload and manage conflicting demands 
	X
	
	A/R/I

	Excellent organisational skills 
	X
	
	A/R/I

	Excellent communication and interpersonal skills 
	X
	
	A/R/I

	A supportive and empathetic approach to students
	X
	
	A/R/I

	The post is subject to a satisfactory record check being undertaken by the Disclosure & Barring Service
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