JOB DESCRIPTION
	Department

	TURTON SCHOOL 



	Job Title


	COVER SUPERVISOR – casual hours

	Grade
	GRADE 5 (Points 21 – 25)


	Primary Purpose of the Job


	To support pupil learning by providing cover in lessons when teachers are absent. To promote positive attitudes to learning including independent learning.


	Responsible to


	Cover Manager

	Responsible for


	No supervisory responsibility

	Principal Responsibilities
	To communicate teacher set tasks to pupils and supervise the completion of that work whilst promoting positive behaviour and conduct.


	MAIN DUTIES

	
	

	1.
	To work under the guidance of teaching and senior staff to cover the supervision of whole classes including:
· Registration of the class on SIMS lesson monitor
· Communicating set work to the pupils

· Supervising the completion of the work during the lesson and collection at the end of the lesson

· Managing behaviour of pupils whilst in class in accordance with school policy

· Responding to queries and concerns regarding the task set.

· Reporting back to the teacher on progress, issues and difficulties

	
	

	2.
	To assist in the supervision of pupils on school trips.

	
	

	3
	To attend teaching and learning CPD developmental events and meetings as appropriate.


	4
	To be aware of the School Health and Safety Policy, Child Protection policy and promote good practices to the benefit of pupils, visitors and staff. 
  

	5
	Support of ad hoc educational initiatives.



	6
	To ensure the confidentiality of pupil data.

	7
	
Other teaching and learning related support activities as required provided these are commensurate with the grade of the post. 

	
	


	ORGANISATIONAL COMPETENCIES



	Valuing Diversity 

To accept everyone has a right to their distinct identity.  To treat everyone with dignity and respect, and to ensure that what all our customers tell us is valued by reporting it back into the organisation.  To be responsible for promoting and participating in the achievement of the departmental valuing diversity action plan.



	Caring for Customers

To provide quality services that are what our customers want and need.  To give customers the opportunity to comment or complain if they need to.  To work with customers and do what needs to be done to meet their needs.  To inform your manager about what customers say in relation to the services delivered.



	Developing Yourself and Supporting Others 

To make every effort to access development opportunities and ensure you spend time with your manager identifying your development needs through your personal development plan.  To be ready to share learning with others.



	Health and Safety

To operate safely within the workplace with regard to Health and Safety legislation.



	Confidentiality

An acknowledgement of the need to maintain confidentiality at all times and to become aware of the National, Corporate, School and Departmental policies on Confidentiality, and the management and sharing of information.



	Limits of Authority

Within the framework of Council, School and Departmental policies and instructions, and subject to the overriding authority of his/her line manager, the officer holding this post is authorised to undertake all duties appertaining to the areas of work outlined above, and in line with the General Social Care Council’s Code of Practice/Conduct.



	Energy Efficiency 

To promote energy efficiency throughout the service area and within own area of activity




	Date Job Description Prepared/Updated


	April 2016

	Job Description Prepared By


	CEB


PERSON SPECIFICATION
	
	

	
	


	STAGE ONE
	Disabled Candidates are guaranteed an interview if they meet the essential criteria


	MINIMUM ESSENTIAL REQUIREMENTS


	METHOD OF ASSESSMENT

	SKILLS AND COMPETENCY


	

	1.
	Good communication skills – both written and oral. A confident speaker.
	Application form/Lesson/Interview

	2. 
	Presence – the ability to quickly establish authority in the classroom and create a good first impression.


	
Lesson/Interview

	3
	Adaptability to work with a range of subject areas and differentiated pupil ability
	Application form/Interview

	4
	Ability to work under pressure.

	Application form/Interview

	5
	Good IT skills both for use of school SIMS lesson monitor and also potentially for delivery of IT based teacher prepared class material. 

	Application form/Interview

	6
	Good organisation and time management skills.

	Application form/Interview

	7
	Ability to work in a team but also able to work alone.


	Application form/Interview

	8
	The ability to develop positive learning environments on either a whole class, small group or 1:1 basis.


	Application form/Interview


	MINIMUM ESSENTIAL REQUIREMENTS


	METHOD OF ASSESSMENT

	CORE ORGANISATIONAL COMPETENCIES


	

	
	Valuing Diversity 

Listen, support and monitor the diverse contributions made to service development without prejudice.  Challenge behaviours and processes which do not positively advance the diversity agenda whilst being prepared to accept feedback about own behaviour.  Recognise people’s strengths, aspirations and abilities and helps to develop their potential.  Understand how Valuing Diversity can improve our ability to deliver better services and reduce disadvantage.


	Interview



	
	Caring for Customers
Listen and respond to customer need, seek out innovative ways of consulting service users and engaging partners.  Network with others to develop services for the benefit of the service users.


	Interview




	
	Developing Self and Others 

Coach and mentor others.  Be willing to share learning and encourage others to do the same.  Listen to others and respond to their needs.  Apply a range of development activities to develop and train staff.  Endorse the principles of Investors in People.  Strives for improvement and take responsibility for own development.  Be self-confident and lead by example.


	Interview



	
	Health and Safety

The ability to identify risk to self and others when undertaking work activities and appropriate actions needed to minimise risk.


	Interview



	
	Confidentiality

To acknowledge the need to maintain confidentiality at all times and to become aware of the National, Corporate and Departmental policies on Confidentiality, and the management and sharing of information.


	Interview



	
	Energy Efficiency 

To be aware of the energy efficiency issues in own area of work and throughout the organisation


	Interview




	MINIMUM ESSENTIAL REQUIREMENTS


	METHOD OF ASSESSMENT

	Knowledge/Experience/Qualifications/Training etc


	

	9.


	Educated to NVQ level 3 or equivalent.
	Application form/certificates

	10.
	Experience of working with young people in the 11 – 18 age range.
	Application form/interview

	
11.
	Good numeracy and literacy skills
	
Application form/interview

	MINIMUM ESSENTIAL REQUIREMENTS


	METHOD OF ASSESSMENT

	Work Related Circumstances


	

	
	Flexibility of hours available to respond to school needs as the demands arise. Many of these demands will be short notice response to unplanned absences of teaching staff.

	



