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JOB DESCRIPTION – PROGRESS MANAGER

	Job title
	Progress Manager

	Grade
	Grade G (points 23 – 26)

	Responsible to
	Assistant Principal

	Responsible for
	Team of Academic Coaches

	Effective from
	November 2021




	
SUMMIT LEARNING TRUST Mission Statement
Success through Endeavour
Ambition through Challenge
Strength through Diversity





Role Purpose
To oversee the work of a group of Academic Coaches and to support in developing and implementing systems to enhance learner progress.

Key Functions
· Responsible for the day-to-day management of Academic Coaches, including absence and cover arrangements.

· Responsible for the effective induction and mentoring of newly appointed Academic Coaches. 

· Participate in arrangements made for your performance management and that of Academic Coaches.

· Contribute to the quality assurance of Academic Coaching and work to the actions identified in the improvement plan.

· To provide advice, guidance and support to a group of Academic Coaches in how to deal with incidents as they arise and how to respond to referrals from colleagues.

· To be responsible for dealing with more serious incidents or referrals and to manage individual learners who are within the disciplinary process and/or at significant risk of under-achieving.

· To promote, monitor and support the praise strategies in the College with a team of Academic Coaches

· To make decisions on changes to individual learner programmes of study in line with College policy and guidelines.

· To monitor the progress and outcomes of learners in the groups of the team of Academic Coaches. 

· To oversee the monitoring of retention and attendance for learners within the team of Academic Coaches and lead interventions to maintain good levels of retention and attendance.

· To contribute to the whole College arrangements for monitoring and supporting learners who are at risk of under-achieving.

· To represent the College in external meetings with regard to Safeguarding or other support with which our learners are engaged.

· To work alongside the Assistant Principal to oversee the UCAS process, including the mentoring of Academic Coaches new to this role.

· To complete the role of an Academic Coach (up to 0.25 FTE) and support learners within Coaching Sets, in line with the Academic Coach job description.
Omit `wekly’


Main Duties and Responsibilities
The progress manager is responsible for a team of academic coaches and a caseload of learners and is expected to:

· Promote a positive and supportive environment.

· Ensure the adherence to the College’s policies and procedures with regard to the safeguarding, and promotion, of the welfare of learners. 

· Provide regular one to one and group support for a caseload of learners to monitor attendance, performance and progress.

· Support and guide learners and, where appropriate, refer them to other agencies either within or outside the college.

· Initiate and maintain learner records.

· Take part in the College Professional Development and Performance Management.

· Be responsible for Health and Safety within areas of own responsibility as laid out in the College Health and Safety Policy.

· Promote and comply with equality of opportunity as laid out in the College Equality and Diversity Policy.

· Actively promote Safeguarding, British Values and the College’s Promoting Resilience; Preventing Vulnerability strategy.

· Undertake such other duties as may reasonably be required.


General Duties  
· Undertake such other duties, training and/or hours of work as may be reasonably required and which are consistent with the general level of responsibility of this job.

· Undertake health and safety duties commensurate with the post and/or as detailed in the school health and safety policy. 

· Work in accordance with all of the school’s policies and procedures.


Notes
This job description is not necessarily a comprehensive definition of the post. 

It will be reviewed regularly and may be subject to modification or amendment at any time after consultation with the post-holder.
	Job description issued by the Principal:
	


	Copy received by:
	


	Date:
	
















[image: ]




Person Specification – Progress Manager
The successful candidate will be suitably qualified with a breadth of relevant experience and capable of inspiring trust and confidence across a diverse range of students, staff and parents.

	
	Essential
	Desirable

	Qualifications
	· A good standard of education including at least GCSE English and Maths grade C/4 or equivalent
	· A Levels or level 3 equivalent qualification
· Educated to degree level

	
Relevant Experience
	· Extensive experience of pastoral support for a wide variety of learners in an educational setting
· Knowledge and skills commensurate with post A level study
	· Experience of working with post-16 learners
· Experience of leading a team and managing individuals
· Experience of working in a similar role

	
Knowledge and understanding

	· Experience / knowledge of UCAS process
· Awareness of KCSIE and its operation in an education setting
· Awareness of when it is appropriate to act independently and take initiative 
	· Knowledge and understanding of how to improve learner outcomes in post-16 education

	Skills and aptitudes
	· Proficient in the use of IT 
· Ability to analyse data to inform decision making
· Capability of and confidence in having difficult conversations with a range of different stakeholders
· Ability to guide and support a team
· Ability to work safely with young people
· Track record of improving leaner outcomes
· Clarity as to the boundaries between advocacy for learners and accountability to the College
· Ability to prioritise multiple tasks and deadlines
· Liaising with different stakeholders using the most appropriate means of communication
	· Use of Arbor as a tool to manage learners 
· Ability to work cross-college to enhance and develop provision 
· Presentation skills to large groups of people


	

Special Requirements
	· Enhanced DBS clearance
· Compliance with all college and Trust policies
· Safeguarding and promoting the welfare and success of all learners and young people.  
· The implementation of equal opportunities practice.
· Promoting the stated aims and policies.
	



































Professional Services Colleagues

The following Generic Job Description is applicable to all Professional Services Colleagues and is designed to meet the needs of the College community.  It will be reviewed at least bi-annually.

Raising Standards of Achievement

· To work as a whole staff to raise standards of achievement for all our learners.
· To adhere to the College’s policies and practice.
· To promote the College’s ethos in every aspect of the role presenting a positive image to the community.
· To act as a role model for our learners, promoting our vision and values.
· To work flexibly to support the College’s needs; this may include the need to work beyond the confines of the normal working day, for which time off in lieu will be given in accordance with the College’s Time Off In Lieu Policy.
· To undertake any reasonable task as directed by the Principal.
· To be proactive in suggesting and supporting change for the benefit of the College community.
· To work outside the immediate role and team as necessary to ensure the smooth running of the College e.g., exam invigilation.


Our Learners
· To be responsible for assisting with and monitoring the welfare, care and safety of learners e.g., acting as a student mentor
· To take responsibility for reporting inappropriate learner behaviour while on site to relevant colleagues and dealing with incidents if able, appropriate and necessary.
· To note, share and celebrate learner achievement.
· To be aware of and work to achieving the College’s Strategic Priorities.


Support, Training and Professional Development
· To participate in Briefings, Meetings as appropriate.
· To participate in whole College training and Development Days as appropriate.
· To participate in the College’s Performance Management Programme.
· To make a full commitment to the delivery of the College’s policies for Health and Safety and Equality and Diversity.
· To actively promote Safeguarding, British Values, Prevent and the College’s Promoting Resilience: Preventing Vulnerability strategy.  
· To participate in professional development and training, cascade acquired skills and knowledge to colleagues and train individuals as appropriate.
· Training, support and assistance will be given, if and when needed, to help deal with learner control and behaviour, coaching and other duties such as exam invigilation, accompanying trips, etc.
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