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Appendix 1
 Job Profile

Job Title:


Sixth Form Pastoral Officer
Grade:


APTC Scale 4/5 (£20,667 to £24,999) FTE




39 weeks per year, 36 Hours per week

School:


The Campion School
Staff Managed (if any):
None

Job Purpose and Context

The Pastoral officer is one member of a team of school staff who work together to make sure that particular students achieve their full potential at school. The Pastoral officer works at all times subject to the direction and supervision of the Headteacher and this power will be delegated to the Head of Sixth Form. 

The job of the Pastoral officer is to work with students in the Sixth form located mainly in the Study Centre where they would be responsible for the maintenance of the appropriate learning environment. The Pastoral officer works with students on a one-to-one basis to set targets and promote a course of action that means the student may overcome any barriers and fulfil their potential.  Barriers may include (not exclusively):

· Significant and consistent underachievement

· Poor behaviour

· Failing motivation, confidence or self-esteem

· Difficulties in concentration or maintaining focus

· Poor attendance and/or punctuality

· Difficulties in maintaining relationships with peers or adults

· Poor personal organisational skills.

· Adjusting to a new school

· Poor study skills

· Difficulty in decision making relating to FE and employment.

· Lack of appropriate skills in making applications to University or Employers

Main Duties and Responsibilities Of The Post


1. With teaching, support staff, and other professionals where appropriate, to participate in the comprehensive assessment of all students entering or returning to school and to identify those who need extra help to overcome barriers to learning and progression

2. To supervise and manage the study areas of the sixth form facilities.


3. To identify those students who would benefit most from a pastoral officer and, working with others, draw up and implement an action plan for each student who needs extra support. 

4. To assist students in developing appropriate essay, examination and study skills either by one-to-one or small group sessions.

5. To manage study timetables for those students on BTEC/A level and other relevant courses.


6. To develop a 1:1 mentoring relationship with students needing particular support aimed at achieving the goals defined in the action plan


7. To work closely with the SEN and Pastoral staff to ensure the needs of students.

8. To assist and advise students concerning construction of appropriate Personal Statement and other aspects of UCAS and Job applications.

9. Help prepare students for post 18 courses and careers 

10. To monitor, keep statistics, record, report and evaluate the implementation of all plans drawn up to remove barriers to learning for individual pupils - using the agreed policies, procedures and processes of the school


11. To develop and maintain a thorough knowledge and appreciation of the range of services, activities, courses, opportunities, organisations and individuals that could be drawn upon to provide extra support for pupils and to provide that information to pupils and parents/carers where appropriate


12. To promote the safety of pupils and protect them from abuse, using the agreed procedures for identification, responding to disclosure and reporting to the relevant lead professional. 
13. To be responsible for monitoring attendance and punctuality within the sixth form and to liaise with other staff to maintain very high standards of both year groups.

14. To carry out first day calling.


15. To share information with local agencies, schools, education authorities and other pastoral officers eg UCAS, CAHMS, other post 16 providers


16. To participate in professional networks, share best practice and attend national and local training

17. To be responsible for sixth form bursary funding and provide all evidence to the Headmaster on a termly basis
18. To accompany school trips and retreats as and when appropriate

19. To supervise holiday study sessions under a flexible agreement.

20. To have responsibility for Fire safety in the block whilst on duty

21. Take appropriate action to identify, analyse and minimise any risks to health, safety and security in the working environment. 


22. Work in accordance with the values, culture, ethos, equal opportunities and inclusion policies of the school proactively promoting anti-racist, anti-sexist and anti-discriminatory behaviours

23. To support the Catholic ethos and identity of the school


Notes

· The school expects its employees to work flexibly within the framework of the duties and responsibilities specified above. This means that the postholder may be expected to carry out work that it not specified in the job description but which is within the scope of the duties and responsibilities

Pastoral officer
Model Person Specification

	Skills and Abilities
	Essential
	Desirable
	Assessed by

	The ability to develop and maintain effective working relationships with other team members and contribute to the work of the team 
	(
	
	Application and interview

	Carry out work to agreed specifications and deadlines
	(
	
	Application and interview

	ICT skills to support administration and use of SIMS
	(
	
	Application

	Effective oral and written communication skills across a range of audiences
	(
	
	Application and interview

	The full range of mentoring skills
	(
	
	Application and interview

	The ability to relate effectively to a diverse range of young people and adults
	(
	
	Application and interview

	The ability to deploy a range of strategies and techniques to encourage learning
	(
	
	Application and interview

	Knowledge
	
	
	

	A thorough understanding of the range of potential barriers to learning for pupils
	(
	
	Application and interview

	A thorough understanding of child protection policies and procedures and a commitment to best practice
	
	(
	Application and interview

	The range of support services and facilities available to young people
	
	(
	Application and interview

	Health and safety policy in schools and the responsibility of the individual in ensuring its implementation
	
	(
	Application and interview

	Equalities and inclusion policies and how these are implemented in schools
	(
	
	Application and interview

	Qualifications and Experience
	
	
	

	To have completed, or a willingness to undertake, the national induction training for Pastoral officers
	(
	
	Application

	GCSE grade ‘C’ (or equivalent) or above in English and mathematics
	(
	
	Application

	2 years minimum experience working with students and young people in a paid or voluntary capacity
	
	(
	Application



	NVQ3 in Teaching Assistance or Learning, Development and Support Services or equivalent qualification
	
	(
	Application

	A demonstrable commitment to continuing professional development 
	(
	
	Application and interview

	Personal HE experience- degree or equivalent
	
	(
	Application
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This school is committed to safeguarding and promoting the welfare of students and young people. Everybody who works for the school is expected to share and promote this commitment and to have, or acquire, the relevant abilities, skills and knowledge to carry it out.

