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JOB DESCRIPTION

TITLE OF POST:       

Assistant Year Lead
RESPONSIBLE TO:                    Behavior manager (under the day to day leadership and management of the year lead) 
STATUS OF POSITION:
Full Time (or term time plus weeks working arrangement available on request) 
HOURS OF WORK: 
08:00 to 17:00
PURPOSE AND OBJECTIVES OF POST: 
1) To provide first class support for all students’ academic, emotional and social development. 
2) To liaise with key stakeholders to provide outstanding learning opportunities and outcomes for students. 
3) To assist the Year Lead in removing barriers to learning so that all students achieve their potential. 
4) To support the Academy vision and ethos, and set high expectations which make a significant contribution to achieving Academy targets. 
RESPONSIBLE TO: 
The Principal and the Governing Body of The Petchey Academy; under the day-to-day leadership and management of the Year Lead.
ADDITIONAL and SPECIFIC ROLES AND RESPONSIBILITIES of the ASSISTANT YEAR 

LEAD: 
Strategic
· To support the Year Lead in leading and managing a team of academic tutors and other colleagues; set clear aims for the team that incorporate whole academy priorities; monitor, evaluate, review and make necessary interventions to improve the quality of support provided by this team. 
· To support the Year Lead in ensuring a consistent and continuous focus on student achievement, using data to track and monitor progress. 
· To support the Year Lead to manage the business plan for the year group. 
· To support the Year Lead to plan and deliver specific policies, procedures and interventions. 
· To provide mentoring to key students in other year groups
· To provide On Call support to classrooms and to track monitor and take strategic action on oncall data for the year group.
· To carry out restoration between students and staff
· To provide support to victims and perpetrators of bullying
· To support the management of the LSPs / PSPs for students in the year group
· To undertake any additional duties as may be required from time to time by The Principal. 

· To work with tutors to share and gather information about student progress, pastoral needs and intervention.
Operational

Students
· To track the attendance and punctuality of students and make necessary interventions; to provide weekly reports on this; to be aware of persistent absentees and work with colleagues to tackle this; support the Year Lead in ensuring 0% unauthorised absences/truancy. 
· To maintain the highest standards of Behaviour and Safety: implement necessary investigations, rewards, sanctions in a timely manner and in line with Academy policies; support the Year Lead with ensuring attendance to PALS; track students e-portal and liaise with colleagues and parents. 
· To support the Year Lead in promoting extra-curricular activities and out-of-hours learning. 
· To track attendance to boosters and implement appropriate rewards.

· To maintain high standards of visual displays relating to the cohort. 

· To support the Year Lead with maintaining high standards during Family Service. 

· To contribute to the Academy website and newsletter with information/articles relating to the year group.  

· Contribute to the planning and delivery of Year Assemblies. 

· Support the Year Lead with conducting student searches. 

· To assist with the organisation of Year events or trips. 
Parents

· To support the Year Lead to ensure effective communication and consultation with parents by: making phone calls and holding parental meetings as necessary, helping to co-ordinate information sent home, contributing to the planning of Parents’ Evenings, monitoring the quality of annual reports. 

Renaissance

· Support the Year Lead in monitoring and supporting ‘cause for concern’ students. 
· Support the Renaissance team in ensuring vulnerable students/groups and tracked, staff are up-to-date and interventions are made. 
Curriculum/Teaching and Learning
· To support any targeted curriculum interventions and personalisation programmes. 
· To ensure effective pastoral communication with Subject Leads and teachers regarding individuals/groups of students; to work with Subject Leads/teachers as appropriate to monitor and improve the quality of learning for the year group. 
Leadership: 
· Attend and take a leadership role in Year Team meetings: be an excellent role model and ensure staffs are motivated. 

· Support the Year Lead to provide appropriate praise and challenge to ensure all members of the pastoral team deliver a high standard of care, guidance and support to every student in the year group. 

· Support the Year Lead in line-managing the year team.  
· Support the Year Lead as necessary in reporting to the AVP and EMG. 
Other: 

· In conducting these responsibilities, to treat all members of the Academy community equitably and with respect. 

· To comply with any reasonable request from a manager for the year group. 
PERSON SPECIFICATION

SUMMARY ESSENTIAL SKILLS AND PERSONAL QUALITIES

Knowledge and Experience
· At least 2 years working within the secondary sector of education with some managerial and leadership experience     
· Experience of working in a school with a culturally and socially diverse student population
· Working knowledge of SEN Code of Practice

· Experience of supporting administration of SEN provisions

· An understanding of the demands of an education/school environment  

· Ability to Safeguard and promote the welfare of children and young people

· Appreciates the significance of safeguarding and interprets this accurately for all individual children and young people whatever their life circumstances

· Has a good understanding of the safeguarding agenda


· Can demonstrate an ability to contribute towards a safe environment

· Shows a personal commitment to safeguarding

Personal Qualities, Skills and Abilities

· Able to work calmly and effectively with challenging young people and their parents

· Computer literate, able to use IT based administrative systems.  

· Good written and oral communication skills: able to respond to general enquiries in a helpful and informative manner.

· Excellent interpersonal skills including listening, negotiation, persuasion and direction.
· Flexible, adaptable, results orientated and able to priorities, resilient under pressure.

· Able to work under their own initiative
· Organised 

· Able to work with personnel from all levels 

· Enthusiasm for and commitment to the achievement of the Academy’s overall vision.
· Awareness of and commitment to diversity and inclusion. Demonstrates respect for people, regardless of ethnic origin, gender or disability.

Please note that the statements above are intended to describe the general nature and are not an exhaustive list of all duties and responsibilities. 

The post holder’s responsibility for promoting and safeguarding the welfare of children and young people for whom s/he comes into contact will be to adhere to and ensure compliance with the School’s Child Protection Policy Statement at all times.  If, in the course of carrying out the duties of the post the post holder becomes aware of any actual or potential risks to the safety or welfare of children in the school s/he must report any concerns to his/her Line Manager or the School’s Child Protection Officer.  
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