Tunbridge Wells Girls' Grammar School

JOB DESCRIPTION

	Job Title:
	Cover Supervisor – Administrative Assistant 

	Responsible to:
	Deputy Headteacher

	Responsible for:
	n/a

	Grade:
	Kent Scheme 5 - £20,595 - £21,693 (FTE 0.8172 – pro rata £16,830 - £17,728)

	Hours:
	35 hours per week, term time only, plus INSET days

8:30am - 4pm with 30 minutes lunch break. Additional hours by mutual agreement.


	Job Purpose

	To supervise whole classes during short-term absence of teachers.  Cover supervisors will give instructions for a lesson as provided by a teacher.  The cover supervisor will ensure the good behaviour of the pupils and make sure the pupils engage in the learning activity.  The post holder will be required to respond to pupils’ general questions and provide feedback to the teacher on broad issues such as behaviour, but will not be expected to undertake any planning, preparation, delivery or assessment of pupils’ progress and/or development. Cover supervisors will be subject to general supervision and will act under the professional direction of teachers

To provide administrative support as required
To invigilate examinations
To support teaching staff and administrative staff as required

	

	Key Responsibilities/ Key Tasks

	Cover Supervisor:

1. Supervise pupils engaged in learning activities to ensure that the learning objectives set by the teacher are achieved, also ensuring inclusion and acceptance of all pupils within the classroom in order to promote equal opportunities

2. Act as a role model and set high expectations of conduct to ensure that good behaviour is maintained. Report back as appropriate using the school’s agreed referral procedures on behaviour or any issues arising during the lessons

3. Keep appropriate records, as agreed with the teacher, to enable objective and accurate feedback to the teacher and pupils on attendance and the conduct of the lessons

4. Support the use of ICT and other equipment and materials to enable pupils to achieve the learning objectives set by the teacher

5. Be aware of and comply with policies and procedures relating to child protection, equal opportunities, health, safety, security, confidentiality and data protection, reporting any concerns to the appropriate person, to maintain a safe and secure learning environment for pupils

6. Participate in training and other learning activities as required and attend relevant meetings to ensure own continuing professional development

7. Supervise pupils on trips, visits and out of school activities as required.

8. Organise the cover schedule and arrange for room changes if required.
Administrative Support
1. To provide general administration support as required 
2. To undertake clerical duties, such as word-processing, input of data, collating, stapling, organisation of rotas, preparing classroom displays and resources with teacher guidance

	

	Other Responsibilities

	1. Undertake duties as specified in school policies and procedures

2. Any other reasonable adhoc duties (appropriate to role) requested by the Headteacher or Deputy Headteacher 

3. Assist other members of the administrative staff 

4. To ensure school equipment and records relating to this role are appropriately stored and secured

5. Complete all work to a good standard, ensuring the role is carried out in a professional manner appropriate to a school context

6. Readiness to undertake appropriate training

7. Ensure all Safeguarding requirements are fully met.

	

	Experience/ Skills Requirement

	1. Successful recent experience of working with children of relevant age

2. Good general standard of education, especially with regards to numeracy and literary skills

3. Prepared to undertake relevant induction training

4. Ability to apply behaviour management policies and strategies which contribute to a purposeful learning environment

5. Understanding of relevant policies, codes of practice, legislation.  Basic knowledge of first aid an advantage

6. Able to use own initiative, work independently, motivate and inspire with a creative approach to problem solving

7. Excellent communication skills, both verbal and written

8. Ability to work calmly under pressure and able to adapt quickly and effectively to changing circumstances/ situations

	

	Scope for Impact

	The post holder will have sole responsibility for the pupils in the classroom.  Although the teacher would have set the learning plans etc. the post holder must ensure the objectives are achieved by the pupils within a safe and secure environment, ensuring good behaviour at all times. The postholder will support the smooth running of examinations in the school, as well as providing administrative support.

	

	Job Context

	The post holder will be in charge of a class of approx. 30 pupils.  S/he must give clear instructions for the lesson provided by the teacher ensuring learning outcomes are achieved.
The post holder must work within the relevant policies, codes of practice and legislation reporting any concerns to the relevant person. The post holder must have excellent communication skills to be able to inform, persuade and negotiate with pupils and provide feedback to other professionals and parents as required. The post holder must be well-organised and efficient in carrying out administrative tasks.
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