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Job Description

JOB TITLE:


Guidance Manager 
ACCOUNTABLE TO:  

Head of Year 
JOB PURPOSE:

To monitor and communicate the overall behaviour, attendance and progress of pupils. 
KEY RESPONSIBILITIES
Effective supervision of pupil progress
· To get to know pupils as well as possible.

· To be proactive around the school in monitoring and supporting pupils, taking action where necessary.

· To run small group work with pupils to address issues with behaviour (e.g. social skills groups, bullying intervention, pupil mediation)

· To assist with promoting and co-ordinating activities to promote a sense of community. 
· To monitor the behaviour of pupils and induct new-comers 
· To insist on high standards of co-operation and behaviour and initiate action as necessary.

· To insist on high standards of school uniform and initiate action as necessary.
Effective Communication

· Together with the Deputy Headteacher, co-ordinate all information received from staff, parents and outside agencies regarding individual students. 
· To liaise with the Deputy Headteacher, SENCo, Inclusion Room Manager, Attendance Officer and others as necessary. 
· To keep parents informed of pupils’ progress and make contact and invite in as necessary.
· To keep staff informed of outcomes following action.
· To liaise and attend meetings with external agencies when necessary
General

· To supervise the internal exclusion room on a rota basis.

· To supervise entering and leaving of pupils at assemblies.

· To attend parents evenings, open evenings and training as necessary (additional flexible hours)

Health & Safety

· To promote and comply with the school’s policies on Equal Opportunities and Health and Safety both in the delivery of services and the treatment of others

Safeguarding

The Malling School is committed to safeguarding and promoting the welfare of children and young people and all staff must ensure that the highest priority is given to following the guidance and regulations to safeguard children and young people. All staff are to have due regard for safeguarding and promoting the welfare of children and young people and to follow the child protection procedures adopted by The Malling School. Any safeguarding or child protection issues must be acted upon immediately by informing the Designated Child Protection Officer. 

This job description is additional to the basic duties outlined in the latest School Teachers’ Pay and Conditions document and reflects the policies agreed by the Governors. The duties, responsibilities and accountabilities highlighted in this job description are indicative and may vary over time. This job description will be reviewed regularly and is an integral part of the appraisal and line management process. 

Signed: ……………………………………………

Date: …………………

Signed:  ………………………………………….

Date: ………………….

           Headteacher

PERSON SPECIFICATION

ESSENTIAL REQUIREMENTS

· The ability to deal with staff enquiries in a professional manner. 
· To maintain a high level of confidentiality at all times

· A calm manner to deal with all situations.

· An excellent telephone manner

· Excellent typing skills with a good working knowledge of Microsoft Packages.

· The ability to work with colleagues as part of a team, to be flexible, adaptable and to multi-task.

· Good level of general education at Level 2 qualification or above.

· Awareness of GDPR
PREFERRED REQUIREMENTS 

· Experience of working in a school environment

· Experience of SIMS (Schools Information Management System)

Training will be given where appropriate to enable the post holder to acquire the necessary skills.

