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Job Description

Job Title:

Sixth Form Student Support Officer
Hours:


32.5 hours per week (9.00 am to 4.00 pm) 

Term time plus 2 weeks
includes 4 days in August for external exam results, and enrolment
(some flexibly will be required to meet the needs of the school) 
Responsible to: 
Head of Sixth Form
Salary:                          
Band 4 (scp 12 to scp 17) 
Main Purpose of the Job:
· To support the Sixth Form Leadership with bespoke strategies appropriate for Sixth Form students to ensure that students are ready for their next steps in education, employment or further training.

· To supervise and support independent study for our post 16 students in the Sixth Form building.

· To assist in tackling underachievement within the Sixth Form primarily by working in partnership with students, teaching and pastoral staff, families, parents and carers in the school context to enable students, particularly the most disadvantaged, to have full access to educational opportunities and overcome barriers to learning, achievement and participation

· To take an active role in the recruitment, admissions and induction of new students into the Sixth Form including leading external recruitment events and producing marketing materials, managing admissions to Sixth Form, overseeing UCAS applications etc.
Key responsibilities and tasks: 
Manage the Sixth Form Study Centre:
· Ensure the Sixth Form study centre is a highly effective and inspirational work focused environment for independent study and revision. 

· Supervise and facilitate study in the centre, to ensure an environment that is conducive to learning, where students feel comfortable to study, read and seek support. 

· Actively monitor the study centre and challenge those not meeting expectations. 

· Maintain study centre resources and ensure ICT equipment is in good working order. 

· Loan resources such as books and journals to staff and students as required via booking systems to track resources. 

· Liaise with subject leaders to ensure the centre is being used appropriately to raise academic standards and is stocked with appropriate academic materials. 

· Maintain Study Centre resources for generic KS5 study, wellbeing and preparation for life beyond Sixth Form. 

Support the Sixth Form students:
· Support students in the Sixth Form with additional learning needs via regular scheduled one to one intervention meetings

· Support students in the Sixth Form who are at risk if failing/not completing courses via regular scheduled one to one intervention meetings. 

· Provide personalised and specific support and guidance to individuals in preparation for both internal and external assessments.

· Assist with the supervision of examinations.

· Work with students one to one, or in small groups to develop study and revision skills as requested by Head of Sixth Form or Sixth Form Academic Lead 

· Purchase and organise revision materials for purchase by students in liaison with the Head of Sixth Form. 

· Support and assist students to select books and/or other resources that match their needs.

· Support activities that promote development of life skills during tutorial and enrichment time. 
Support the Head of Sixth Form:
· Provide administrative support during the UCAS process, and cross check all UCAS application forms and track student offers.
· Provide administrative support for the registering of students on Independent Study

· Support with external exam results and enrolment days
· Undertake administrative tasks related to the Sixth Form as directed by the Head of the Sixth Form.
Sixth Form Personal Development Lead:
· Plan, monitor, evaluate and review the Tutorial personal development programme for KS5

· Support external visitors at the centre 
· Plan, co-ordinate and implement the enrichment programme and opportunities

· Keep records and develop systems of student engagement activities and prepare reports to SLT as appropriate

· Attend key events to promote the personal development programme, including open evening /days

· Work with the careers lead to ensure the Sixth Form meets statutory requirements in this area and raises students aspirations through the careers programme
· Support the recruitment of Student Presidents and Ambassadors in the Sixth Form and attend regular meetings on initiative i.e. fundraising etc.
Additional:
· Be aware of and comply with policies and procedures relating to safeguarding, child protection, health, safety and security, confidentiality and data protection, reporting all concerns to the appropriate person
· Maintain confidentiality of information acquired in the course of undertaking duties for the school

· Be responsible for your own continuing self-development, undertaking training as appropriate

· Contribute to the overall ethos/work/aims of the school

· Undertake any other reasonable duties, as directed by the Headteacher 
· This job description will be reviewed annually and may be subject to amendment at any time after consultation with the post holder.  It is not a comprehensive statement of tasks but sets out the main expectations of the school in relation to the post holder’s duties and responsibilities

Person Specification
Sixth Form Student Support Officer
	Education/Qualifications/Training
· GCSE C + qualifications/equivalent in Maths and English
· NVQ level 3TA qualification or similar, or working towards

· Safeguarding qualification or evidence of formal training

· First Aid qualification or willingness to undertake training


	Essential
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	Knowledge/Understanding/Experience

· Experience of working within an educational environment
· Experience of working with young people aged 11 to 18
· Experience of working with students one to one and in small groups

· Knowledge of causes and patterns of poor behaviour and strategies to address these
· Knowledge of how young people learn and how to create and maximise learning opportunities

· Knowledge of post 16 qualifications and post 18 pathways

· Knowledge and understanding of safeguarding procedures in a school

· Knowledge of one or more areas of special need 
· Experience of using ICT effectively to support learning
· Experience of SIMS or similar data management system
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	Personal skills and abilities
· Ability to relate well to children and adults

· Able to communicate effectively with students, parents/carers, visitors and colleagues 
· Ability to plan and prioritise a range of regular and irregular tasks within specified deadlines

· Able to develop respectful and professional relationships with students, parents/carers and colleagues
· Ability to work constructively as part of a team, understanding school roles and responsibilities

· Ability to handle difficult and complex situations sensitively and compassionately

· Able to remain calm in stressful situations, resilient, reliable and committed to inclusive education 

· Ability to work flexibly and respond to unplanned situations

· Able to work flexibly and collaboratively to meet school needs 
· Reflective practice


	All E


	


November 2023 
3

