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SUTTON GRAMMAR SCHOOL


Job Description 

Post: 	Sixth Form Officer

Salary/Grade: 	 SGS Grade 5/6

Hours of Work:	M-F 8:15 – 4pm (36 Hours)

Reporting to: 	Head of Sixth Form

Purpose:	Support the efficient and effective running of the Sixth Form to ensure that the provision and outcomes are outstanding at all levels.

Main Duties:
· Manage the day-to-day monitoring and support of Sixth Form students
· Manage and supervise the Sixth Form study facilities to ensure the best possible learning environment for students
· Be a consistent positive role model
· Ensure that facilities for independent study are efficiently and effectively used

Supervised Study
· Register pupils via SIMS at the start of each supervised study session 
· Ensure that the silent study room is used as a priority for all students not using a computer
· Manage work expectations in all study rooms and sessions  
· Circulate regularly to ensure student focus on work 
· Support students and answer queries relating to their study sessions 

Sixth Form Support 
· Manage the process for students missing supervised study sessions 
· Update registers from afternoon exeats on the day they are filled in 
· Provide timely and accurate reports to a range of audiences as required
· Ensure that all Sixth Form student records are accurate, consistent and periodically updated
· Prepare references for all students upon receipt of requests and ensure that these are dealt with in an expedient manner
· Assist with the organisation of the transition of students from Key Stage 4 to Key Stage 5

Attendance and Punctuality
· Monitor attendance of students on a daily, termly and annual basis
· Work with the Head of Sixth form to monitor and engage with students falling below 90% attendance 
· Run the morning check-in system for students on late report 
· Work with the Head of Sixth Form to communicate with students and parents regarding late detentions 
· Monitor students who have a removal of exeat privilege and to communicate this to tutors 
· Communicate with parents/carers when appropriate

Event Organisation
· Coordinate the sixth form lecture series 
· Develop new links with contacts and to maintain a database of existing contacts for lecture slots 
· Help the Head of Sixth Form coordinate the Higher Education Day
· Arrange and Assist with Open Evenings
· Support the successful management of all extra-curricular and enrichment activities, including trips and ventures

Other 
· Be prepared to work flexibly to support certain activities within the Sixth Form
· Be aware of and comply with policies and procedures relating to safeguarding, child protection, equal opportunities, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· Participate in training and other learning activities as required.
· To carry out duties of a similar nature from time to time as may be required by the Headmaster





Signature: …………………………………………	Print name: ………………………………………….
(Postholder)					
						Date: ……………………………………………….…..


Signature: …………………………………………	Print name: ………………………………………….
(Headmaster)
Date: 	………………………………………..….
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SUTTON GRAMMAR SCHOOL


Person Specification						       Role: Sixth Form Officer

	Criteria
	Essential
	Desirable

	Education & Qualifiations
	A-C pass or equivalent in English and maths GCSE.
Recent professional development.
A willingness to attend relevant courses.
	Further academic qualifications 

	Experience
	Experience of working in an educational environment


	A placement or work with a primary or secondary multicultural school.
Working with post-16 students.

	Skills, Knowledge & Experience
	Written and spoken fluency in English
Ability to plan, monitor, evaluate and review work
Ability to maintain records and to provide evidence of work, progress and attainment over time
An excellent understanding and competence in ICT
Work effectively as part of a team; developing positive relationships with colleagues, students, parents/carers and other agencies as appropriate
Possess excellent organisational skills
Ability to work on own initiative and as part of a team and judge when to take decisions and when to seek advice
Ability to prioritise work and work to deadlines
Adaptability, flexibility and resilience

Commitment to high standards of professionalism
Commitment to supporting others achieve high standards
Commitment to equal opportunities and to all aspects of an inclusive education.
Commitment to the ethos and life of the school.
[bookmark: _GoBack]Committed to self-reflection and further professional development
	Ability to liaise with teaching and senior staff

A basic knowledge of issues relating to students in post 16 education, including progressing to their next steps
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