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Job Description

Purpose of the post:	To ensure that students are supported and are able to  develop as an individual as well as academically.

Responsible to:	The Assistant Headteacher and the Head of Year for Y12/13.

Salary:			Grade 8, Scale 26-28

Working hours:	35 hours per week (8am - 4pm) plus 10 days with 2, 30 minute breaks

General Responsibilities:
	
· To provide support to the Head of Year and Head of Post 16.

· To lead the attendance and punctuality for a year group at Post 16 to ensure 	that the highest standards are met which enables students to make 	outstanding progress.

· To use available strategies to oversee the implementation and day to day 	running of the academic intervention programme of students in Year 	groups 12/ 13.

· To lead on pastoral interventions with students on a one to one and small 	group basis to ensure that students are supported and are able to overcome 	any barriers to achievement.

· To supervise the Learning Resource Area and the other Post 16 Learning 	spaces, ensuring that registers are taken and that students are working in a 	suitable way.

· To support the outstanding pastoral programme through form time, 	assemblies and online. 

· To help the students to develop an excellent attitude to learning habits and 	skills that will enable them to be outstanding learners.

· To support the team with the enrichment of our post 16 students through the 	organisation of trips, visits, speakers, activities etc.


Specific Responsibilities

1.	To meet with the Heads of Year and Assistant Head of POSt 16 and support 	as required.
2.	To monitor the attendance and punctuality of a given year group on a 	weekly basis.
3.	To put into place suitable interventions for students who have an attendance 	record of below 90%, as per the policy. 
4.	To analyse performance data and identify, in conjunction with the Head of 	Year and the AHT i/c Post 16 which students may be at risk of 	underachieving. 
5.	To set up and manage an academic intervention programme with a group 	of students who may be underachieving.
6.	To review targets that have been set with students, parents and other 	stakeholders regularly for the identified cohort.
7.	To support students with their pastoral needs through an appropriate 	intervention programme.
8.	To liaise with internal and external supportive agencies, where appropriate.
9.	To work with the form tutors to ensure that there is a robust form time 	programme in place through support and monitoring. 
10.	To support learning through learning walks, meetings and monitoring of 	student data.
11.	To contribute to and participate in the in-service training of the Year Team 	and Key Stage 5 co-ordinators specifically where related to setting of targets, 	academic intervention and student related learning and teaching issues.
12.	To take a role in developing Greenford High School’s ethos of raising 	attainment, challenging a poverty of aspiration and community involvement.	
13.	To monitor the periphery of the school including the entry gates at break 	time and lunch-time. To ensure students are behaving in a manner in 	keeping with school expectations.
14.	To make appropriate arrangements for and contributions to relevant 	assemblies.
15.	To liaise with parents as necessary.
16.	In liaison with the Assistant Headteacher for Post 16, contribute to completion 	of student references.
17.	To support the CIAG (Careers Information Advice and Guidance) team with 	the implementation of careers and progress strategy and support students’ 	progress on to the correct pathway including UCAS and apprenticeships.
18.	To provide support for P16 trips and visits, both in terms of organisation and 
	
19.	To support the marketing of the post 16 area and the school through open 	days and evenings.
20.	To support the recruitment of students through enrolment and post 16 	meetings.
21.	Willingness to conform to the School’s aims and policies.
22.	Demonstrate to the satisfaction of the interviewing panel a personal 	commitment to produce work of the highest quality in a manner to assist the 	teaching staff to obtain the highest standards of individual pupil 	achievement regardless of gender, race or class.
23.	To undertake duties and patrol as required. 

This job description is not necessarily a comprehensive definition of the post.  It may, from time to time, be subject to modification or amendment in consultation with the holder of the post and other relevant parties.


Person Specification

Qualifications

1.	Degree or equivalent qualification would be beneficial but not essential.

Professional Knowledge & Experience
Candidates to demonstrate:

2.	Experience and knowledge of safeguarding and child protection practice 	and policy
3.	Experience of secondary education and/or of working with young adults
4.	Experience and/or training in pastoral work
5.	Understanding of how to use data and manipulate basic data sets to 	monitor students
6.	Experience of writing/reporting to parents
7.	Understanding and/or experience of current educational approaches to 	behavioural and pastoral policies
8.	Knowledge and understanding of issues related to equal opportunities and 	their implications for pastoral care.
9.	Knowledge of Higher Education, apprenticeships and routes into HE/UCAS

Professional Skills
Candidates to satisfy the selection panel of their ability:

10.	To contribute to the development of an innovative intervention partnership
11.	To communicate effectively both orally and in writing
12.	To deal with students and parents sensitively
13.	To create a firm but positive caring ethos
14.	To liaise with teaching staff, senior staff, and with external agencies
15.	To analyse and evaluate student data in SIMS, drawing apt and accurate conclusions

Educational Commitment:

16.	Provide equal opportunities for all students and to foster a positive attitude in 	students towards gender and multi-culturalism
17.	To the importance of tracking and close monitoring in raising the aspirations 	and achievement of all students
18.	To providing a supportive framework for the students to enable them to 	achieve their best
19.	The achievement of quality in the education service
20.	Commitment to the school’s Mission Statement and Code of Conduct
21.	To the welfare of every student and to the school’s safeguarding and child 	protection procedures and policies
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