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King Edward VI College
Candidate Pack

Progress Support Tutor – Maternity Cover 

The Role




Progress Support Tutor – Maternity Cover

Start Date: 20th August 2026
Part Time (0.946 FTE) 35 Hours per week
Maternity Cover - 35 hours per week Term Time only (With the potential for a permanent position)
Monday to Friday 9:00am to 16:30pm
Sixth Form College Support Pay Scale P11 to P15 £28,634 to £32,199 per annum
(pro-rata £23,330 to £26,235 per annum)
Term Time only 195 days (to include 5 training days)

Closing Date for Applications:  6th May 2026 
Interviews to be held: 11th May 2026

The opportunity
We are seeking to appoint an enthusiastic and inspirational individual to our strong and successful Progress Team.  The College prides itself on having supportive, reflective, creative and ambitious staff who work to achieve the best outcomes for students.  We treat our staff and students with respect, listen to both and involve all in our continuous improvement.  Staff and student feedback are embedded in our systems.

The successful applicant should have a high level of organisational ability and communication skills and be capable of working both independently and as part of a team to support and advise our students.  The ability to offer enhanced Enrichment opportunities would be an advantage.  A good standard of education to a minimum of A level or equivalent is essential.
The post is open to any suitable applicant.  The successful candidate will be required to support subject staff by providing academic and pastoral support to learners.  To work with students (individually and in groups) to focus on their learning and study skills, attendance and time management enabling them to progress to achieve their full potential.
The responsibilities

To support students with pastoral, employability, and life skills. To work with students (individually and in 
groups) to focus on their emotional and academic well-being, enabling them to progress and achieve to their
full potential. This role is student-facing with planned and impromptu student interactions, and close collaboration 
with teachers is imperative to providing all round support. To lead group sessions effectively 
both face to face and remotely is a key aspect of the job and experience in this would beneficial. A proactive approach and use of initiative are essential to the role. 

In addition, you will be expected to contribute to college recruitment activities and the Enrichment programme.

The person

We are looking to recruit the right person. Attitude, values and mindset are critical features of our staff. We want staff who bring their genuine self to everything they do and want to be involved in every aspect of college life.  We are looking for Progress Team members whose ambition for those around them is unlimited and support is unconditional. 

The college
The college has approximately 1500 students and over 170 staff and is growing yearly.
Progress Support Tutor 
Job Description
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ACCOUNTABLE TO:              Progress Leader (PL)
JOB PURPOSE: 
To support students with pastoral, employability, and life skills. To work with students (individually and in 
groups) to focus on their emotional and academic well-being, enabling them to progress and achieve to their full potential. This role is student-facing with planned and impromptu student interactions, and close collaboration with teachers is imperative to providing all round support. To lead group sessions effectively 
both face to face and remotely is a key aspect of the job and experience in this would beneficial. A proactive approach and use of initiative are essential to the role. 

In addition, you will be expected to contribute to college recruitment activities and the Enrichment programme.

	DUTIES

	

	· Professional
Responsibilities
	· Be responsible for advising a case load of students.
· Monitor levels of student attendance and retention, taking immediate action to improve by liaison with subject staff, students and parents.
· Manage students at level 1 support (as per Cultures and Values Policy). 
· Oversee the students’ independent learning plan by conducting a programme of one-to-one and group sessions with students to monitor progress, set targets and advise on how to improve. 
· Carry out administrative duties relevant to the post, including mandatory record keeping and providing information/data.
· Delivering tutorials to groups of students (numbers of students per group approx. 24)
· Liaise with parents, subject staff and Student Progress Leader, as appropriate.
· Assist the Student Progress Leader to plan and deliver an induction programme to an agreed number of tutor groups. 
· Assist the Student Progress Leader in the development of resources and delivery of the Scheme of Work.  Within the Pastoral Scheme of Work, identify and plan sessions. 
· 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.
· Provide information and offer impartial advice/guidance on future plans and facilitate access to specific careers advice where more specialist knowledge is needed.
· Participate in appropriate College activities, which include team and whole college staff meetings, Open Evenings, Parent Evenings, Parent Information Evenings, Enrolment, Higher Education Evenings, and marketing. 
· Manage mental health and other well-being concerns, sign posting to internal workshops and outside agencies. Working with Specialist Student Support when necessary.
· Be involved in the recruitment of students (which includes some evening twilight events and in interviewing prospective students.
· If required to cover additional progress sessions if need arises. (eg Foundation students).  
· Lead on an enrichment activity. 
· Attend at meetings as needed. 

	










	

	Quality / Management
	· You will report directly to a Student Progress Leader.
· Participate in Continuing Professional Development activities, the Progress Session observation schedule, reviews, and other relevant staff development activities in negotiation with the Vice Principal with such responsibility.
· Contribute to the College self-assessment report.  

	

	



	Responsibilities of all staff
	· Promote high expectations of students in and outside the classroom.
· Work within College policies/guidelines and promote the College positively.
· Give due consideration to Child Protection and the safety of young people, Health & Safety and Equality & Diversity issues within all activities.
· Maintain confidentiality regarding sensitive or personal information in line with the College policy.
· Carry out other duties as reasonably required by the principal, including providing occasional support to other areas of college.



Key Accountabilities: 

· Our values
· To be involved and genuine in all dealings with our stakeholders
· To seek and respond intelligently to colleague feedback and to give feedback when needed whilst always operating with emotional intelligence
· Excellent communication, based on a spirit of openness and honesty
· To hold self and others to account for performance, progress and impact
· To challenge and development everyone to push beyond the norm and achieve exceptional things for themselves and our students
· To create an environment which motivates, energises and empowers staff
· To ensure a supportive learning experience takes place for every student
· To ensure intervention occurs for students when they need it 
· Seeking creative and exciting solutions to problems or barriers 

Generic duties for all College Staff:
· To support the College’s mission, values and strategic objectives 
· To support the College’s policies on diversity and inclusion 
· To ensure awareness and compliance with the College’s Health & Safety
· Policies and practices 
· As a member of staff working in a college setting, to have a duty to help keep young people safe and protect them from sexual, physical and emotional harm and to take reasonable steps to ensure the safety and wellbeing of students.
· To embrace the College’s commitment to people development by taking part in continuing professional development activities.
This job description is not necessarily a comprehensive definition of the post. The post holder may be required to undertake any other duties, as directed by the principal or which may reasonably be regarded as within the nature of the post, after consultation with the post holder.







We appreciate applicants may wish to discuss the potential role, job description, organisation or even visit the college to find out more. All enquiries are welcome. Please see the section ‘completing your application’ for ways to get in touch.


Progress Support Tutor 
Person Specification






	Qualifications
	Essential
	Desirable
	Assessed by

	· A good standard of education to include GCSE English and Mathematics
	
ü
	
	Application

	· A minimum standard of education to A level or equivalent
	ü
	
	Application

	· Education to Degree level
	
	ü
	Application

	Experience
	
	
	

	· Evidence of professional skills and experience in some of the following or similar areas: College/school-based learning support; Teaching; Counselling; Careers guidance; Youth work; Health promotion; Sports coaching;
	

ü
	
	Application & interview

	· Experience of working with young people from year 9 upwards
	ü

	
	Application & interview

	· Evidence of supporting young people who face extra challenges that can affect their behaviour and academic progress
	
	ü

	Application & interview


	Skills and Abilities
	
	
	

	· The ability to relate well to young people and to develop an effective rapport with those that you support with a strong awareness of protocols linked to Safeguarding young people.
	
ü
	
	Application and interview 

	· To recognise the boundaries between advocacy for students and accountability to the College
	
ü
	
	Application and interview 

	· A professional and caring approach when dealing with students’ families, teaching staff and external bodies.
	
ü
	

	Application and interview

	· The ability to motivate and stretch young people to achieve their full potential
	ü
	
	Application and interview

	· Be flexible in approach and able to adapt to the differing needs of the students 
	
ü
	
	Application and interview

	· The ability to offer a sporting or non-sporting activity to enhance the student experience
	
	
ü
	Application and interview

	· Good organisational, planning and communication skills, with the ability to meet strict deadlines
	
ü
	
	Application and interview

	· An understanding of the need for confidentially within the role
	
ü
	
	Application and interview

	· Computer literate with good IT skills and ability to write concise reports and references
· Proficient with Microsoft Office Suite and have experience with school databases/systems would be advantageous
	
ü
	
	Application and interview

	Knowledge and Understanding
	
	
	

	· Flexibility in terms of working hours around peak times within the College calendar
	

	
ü
	Application and interview

	· Some knowledge of Health & Safety regulations
	

	
ü
	Application and interview

	· Understanding of and commitment to equal opportunities and how to incorporate it into the role.
	
ü
	
	Interview

	· A clear commitment to the principles and practices of Equality & Diversity and the safeguarding of young people
	
ü
	
	Interview






Completing your application






Data Protection Act 2018 GDPR statement
Any personal data collected from applicants during the recruitment process will only be used for the 
purpose of recruitment within the college and will not be disclosed to any external sources without your 
express written consent.  Records of the successful candidate will be placed on their personal files.  
Records of unsuccessful candidates will be destroyed after six months.

1. 	Application is by means of:

· a completed TES application form – Please email personnel@ke6n.ac.uk for a link
· a completed Equal Opportunities Form
· a completed Disclosure Form

When completing your application please comply with all instructions detailed on the application 
form. You are asked NOT to send a Curriculum Vitae (CV).

2. 	Referees
Two references will be requested.  We expect one referee to be the head of the organisation were
 you are currently employed (if applicable).  We normally write for references before an interview.  
If there are any special circumstances, and you mark that you do not wish a referee to be contacted
 we will contact you directly.  If you have any personal connection with any of your referees, you 
will be required to disclose it.

3. 	Health
If you are successful in your application, you will be required to complete a medical questionnaire. 
This will be submitted to the Occupational Health Service, and you may be asked to have a 
medical examination.  If you think this may present a problem, please mention it in your application 
or at interview.


4. 	Certification 
Any contract of employment issued will be on the basis that all information supplied by you on the 
form, on additional papers and at interview is correct, and that no material facts have been omitted. 
 You will be required to provide proof of all the qualifications you declare on the application form.	
	

5. 	Equal Opportunities
You are asked to return the equal opportunities questionnaire (which will not be available to the 
short listing or appointment panel).	


6. 	DBS Disclosure

If you are successful in your application, you will also be required to complete a DBS application, at 
enhanced level, which will enable a check to be made with the Criminal Records Bureau on any 
criminal background.    	
Further information about the College can be found via our website www.ke6n.ac.uk

Closing Date for Applications:  6th May 2026 
Interviews to be held on:          11th May 2026


The College is committed to safeguarding and promoting the welfare of young people.
The successful candidate will be required to undertake a criminal record check via the DBS.
The College promotes diversity and welcome applications from all sections of the community.
All candidates with a disability will be offered an interview should they meet 
the minimum requirements of the post.
The College is committed to the continuing professional development of all staff.



Thank you for your interest in King Edward VI College, Nuneaton.



















	
Better Futures Multi-Academy Trust
King Edward VI College, King Edward Road, Nuneaton – CV11 4BE
Tel: 024 7632 8231 
Email: personnel@ke6n.ac.uk
Website: www.ke6n.ac.uk
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