[image: image1.png]


   

JOB DESCRIPTION

Job Title:
After School Study Support Supervisor


Reports to:
Deputy Headteacher

Grade:  
KR 5 £2,750.91 actual (£19,723 full-time equivalent)
Hours:
3:20pm - 4:50pm Monday to Thursday, 6 hours per week, 




term-time only 

Job Holder’s Name:   Vacancy
Date:  October 2021
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 Teachers
· Promote our school values at all times
· Manage the classroom or work area to ensure students can work silently and productively
· Ensure that attendance information of the students coming to the sessions is kept accurately and confidentially
· Highlight non-attending students to Heads of Year as appropriate
· Provide general clerical/administrative support as requested or needed
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
· Promote the inclusion and acceptance of all students within the school community
· Assist students in logging work completed, as necessary
· Invigilate assessments for students who have been absent
Support for the school

· Contribute to the overall ethos and aims of the school
· Support and adhere to our mobile-free policy in school for students
· 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
· Participate in training and other learning activities as required
· Assist with displays
General

· Work closely with pastoral leaders, learning support managers and curriculum leaders to ensure consistency of approach, for example in invigilating assessments
· 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
Experience

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

· Good numeracy/literacy skills
Knowledge skills

· Work constructively as part of a team
· Ability to relate well to students and adults
· Ability to use ICT effectively to support learning, for example email, Word, Excel
· Ability to use SIMS (or willingness to be trained)
· Ability to self-evaluate learning needs and actively seek learning opportunities
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