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Job Description

	
Job title: Study Support Manager


	
Grade: Kent Scheme C (Top)
	
Location: Barton Junior School



	
Position reports to:  Line Manger
	
Liaising with: Head Teacher, Trust (SSET) Leadership Team, School Leadership Team, Deputy/Assistant Head Teacher, Teaching and Support Staff, external agencies, students and parents.




	
Key duties and responsibilities


	
Targeted Study Support & Pupil Mentoring:

· Plan, prepare and deliver specified learning activities to individuals, small groups and/or classes modifying and adapting activities as necessary under the direction and supervision of a teacher.
· Develop individual plans and set achievable learning goals tailored to pupils’ academic and emotional needs.
· Support pupils in developing resilience, independence, and motivation, with a focus on preparing Year 6 pupils for SATs and transition.
· Act as a trusted, supportive adult for pupils, promoting positive attitudes to learning and respectful relationships.
· Carry out playground/lunchtime duties and provide Active Play opportunities.

Academic Intervention and Curriculum Access:

· To cover PPA time and illness where appropriate.  
· Work with teaching staff to identify pupils who need additional study support, especially in reading, writing, and mathematics.
· Deliver targeted academic interventions and structured study sessions to reduce learning gaps.
· Teach and model study skills, organisation strategies, revision methods, and effective learning habits.
· Support pupils in class where appropriate, enabling them to fully access the curriculum.

Monitor pupil progress and work with teachers to adapt and refine intervention approaches.

Behaviour and Engagement:

· Follow the behaviour policy and implement strategies accordingly.
· Promote positive strategies to help pupils overcome behavioural barriers.
· Encourage pupils to take responsibility for their conduct and develop self-regulation skills.

Safeguarding, Wellbeing and Pastoral Care:

· Remain vigilant to safeguarding concerns and follow school procedures to report any concerns promptly.
· Support pupils experiencing emotional or wellbeing challenges, offering guidance and connecting them to relevant services.
· Contribute to wellbeing initiatives such as emotional literacy groups, mindfulness sessions, transition programmes, or resilience-building activities.
· Maintain a nurturing, supportive approach that fosters pupils’ mental and emotional health.

Monitoring, Evaluation and Record Keeping:

· Maintain confidential and accurate records of mentoring sessions, interventions, attendance, and progress data.
· Contribute to the development and evaluation of whole‑school intervention strategies.
· Participate in professional development and reflective practice, to maintain high standards of support.

Trust‑Wide Responsibilities
All staff at Samphire Star Education Trust are expected to:

· Uphold and promote the safeguarding and welfare of children and young people, following all relevant policies and procedures.
· Comply with Trust and school policies related to Health and Safety, Data Protection, Diversity, Inclusion, and Equality.
· Engage actively in ongoing professional and personal development opportunities.




Person Specification
Study Support Manager

The following outlines the criteria for this post.   Applicants who have a disability and who meet the criteria will be shortlisted.   

Applicants should describe in their application how they meet these criteria.
	
	CRITERIA 

	QUALIFICATIONS


	Maths and English GCSE Grade 4 or equivalent

	EXPERIENCE


	Experience working directly with primary school aged children in a teaching or study support role

	SKILLS, ABILITIES AND BEHAVIOURS







	Excellent communication and interpersonal skills, with the ability to build positive relationships with children, parents, and colleagues
Strong organisational and time management skills, with the ability to prioritise tasks and work effectively under pressure
Empathy and understanding of the challenges faced by children and families, with a commitment to providing support and guidance
Ability to work collaboratively with a range of professionals, including teachers, support staff, and external agencies
Strong problem-solving and decision-making skills, with the ability to identify and address issues proactively
Proficient in the use of ICT and relevant software to support learning and record-keeping
Thorough understanding of safeguarding and child protection policies and procedures
Commitment to continuous professional development and a willingness to undertake relevant training


	KNOWLEDGE



	Knowledge of policies and procedures relating to child protection, safeguarding, health and safety, security, diversity, inclusion and equalities, data protection and confidentiality.




Footnote:	This job description is provided to assist the job holder to know what his/her main duties are.  It may be amended from time to time without changing the level of responsibility appropriate to the grade of post.
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