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JOB DESCRIPTION

Job Title:
Learning Support Manager - Key Stage 4 



Reports to:
Deputy Headteacher

Grade:  
KR 6 (£17,119 actual - £20,222 full-time equivalent)


Job Holder’s Name:   Vacancy
Date: 
  May 2019

DUTIES AND RESPONSIBILITIES

To be responsible for supporting and contributing to the school’s student support systems as part of the pastoral team.
Support for the Heads of Year 9, 10 and 11
· Promote our school values at all times
· Manage the Key Stage 4 Office area with calm efficiency 
· Maintain efficient and up-do-date computer systems, ensuring that information such as attendance records, punctuality records, behaviour issues and admissions is kept confidentially and is accurately recorded and readily available 
· Be responsible for developing, keeping and updating records and contributing to reviews of systems/records as requested
· Proactively support the Heads of Year, meeting with them regularly to ensure excellent communication 
· Proactively assist with different monitoring systems in conjunction with Heads of Year
· Provide general clerical/administrative support for the Heads of Year
· Provide feedback and reports to the Heads of Year as requested, for example regarding student progress
· Manage the administration of Parent Consultation Evenings and other events for Years 9, 10 and 11
· Monitor students who are on a report to Heads of Year 
· Support the rewards and sanctions system
· Supervise reflections/detentions on a rota and maintain records of these
· Be a visible presence around the school during lesson times as requested
Support for Students
· Insist on the highest of standards in every area with students
· Encourage resilience and positivity with students
· Assist or refer students with issues raised, while prioritising their learning
· Proactively monitor standards of uniform and appearance within the school
· Promote the inclusion and acceptance of all students within the school community
· Ensure absent students are supported with catching up work missed
· Liaise sensitively and effectively with parents/carers and participate in feedback sessions/meetings as agreed with Heads of Year
· Mentor a small group of students for punctuality
· Support students being reintegrated into school, for example with injuries
· Support students and their families to ensure that health and welfare issues are managed appropriately and in line with school procedures
· Administer and assess routine tests and invigilate exams/tests if required
Support for the school

· Contribute to the overall ethos and aims of the school
· Be aware of and comply with policies and procedures relating to safeguarding, confidentiality and data protection, reporting all concerns to the line manager
· Be aware of and support differences and ensure all students have equal access to opportunities to learn and develop
· Establish constructive relationships and communicate with other agencies/professionals to support achievement and progress of students as directed.
· Attend and participate in regular meetings.
· Participate in training and other learning activities as required.

· Recognise own strengths and areas of expertise and use these to advise and support others
· Assist with displays
· Supervise students on visits, trips and out of school activities as required.
· Supervise students in reflections/detentions as required

General

· Attend meetings and take minutes as necessary
· Work closely with pastoral leaders in Key Stage 3 to ensure consistency of approach and effective transition
· Work in collaboration with the Head of Year 7 Transition and Support to ensure coverage over lunchtime
· Contribute to the school’s commitment to continuous improvement as identified in the school’s development plan.
· Other tasks which may be agreed from time to time with the postholder
· Be involved in whole school duties
· Be available to attend evening events for Years 9, 10 and 11
Experience

· Experience working with children of relevant age preferable
Qualifications/training

· Very good numeracy/literacy skills
· Appropriate first aid training (or willingness to be trained)
Knowledge skills

· Work constructively as part of a team, understanding roles and responsibilities and your own position within these
· Ability to relate well to students and adults
· Ability to use ICT effectively to support learning, especially email, Word and Excel
· Ability to use SIMS (or willingness to be trained)
· Ability to self-evaluate learning needs and actively seek learning opportunities
