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Sixth Form Student Study Support and Opportunities Coordinator
Job Description


Job Purpose:

To oversee the smooth running of directed study, collaborative learning and the school’s silent study area. To follow up attendance concerns and liaise with Sixth Form Team to ensure student engagement. This position allows for creative opportunities for professional development. 

Key Responsibilities

· To ensure the smooth running of the Sixth Form Directed Study timetable and supporting high standards of work and commitment to learning
· To ensure that collaborative study sessions are purposeful, and students are working towards achieving subject based tasks
· To oversee where necessary the silent study area.
· To liaise with the Sixth Form Team to ensure students who are providing concern are reported to the pastoral team
· To support the Sixth Form Team with tracking academic progress by collecting evidence, liaising with teachers and tutors, maintaining progress logs and identifying students who need additional intervention
· To address Sixth Form attendance concerns with the support of the Sixth Form Team
· To support the Sixth Form Team to deliver meaningful IAG – supporting students to research their interests, preferred career paths and/or university courses
· To support the Sixth Form Team with the UCAS application process, helping to construct references and help students who need further support with their applications
· To support the Sixth Form Team with the effective delivery of the Extended Project, E6 programme and Enrichment & Extension Curriculum
· To support the Sixth Form Team with the inclusion of students including working closely with SDS, access and bursary students
· To support the Sixth Form Team with enrolment of Year 12 students on, and following, GCSE results day 
· To support the Sixth Form Team with A Level results day and clearing process
· To support Sixth Form Team with administrative tasks
· To act as classroom cover across the school when needed 








Each individual task may not have been identified and outlined within the main duties and responsibilities above.  It would be expected that the Sixth Form Study Support Supervisor would carry out any reasonable request made to undertake work of a similar level that is not specified in this job description. The job description will be reviewed annually.

This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. 


OPGS is committed to the safeguarding of all members of the school community
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