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        CHESTNUT GROVE ACADEMY- JOB DESCRIPTION

SIXTH FORM STUDY SUPERVISOR
Grade:

London Scale 4
 pts 7-10
Contract:
Permanent, 39 weeks per year (term time only +1 week)

36 Hours (excl meal breaks)


8.30am – 4.30pm


Reports To:
The post is professionally responsible to the Business Manager but will report to and be directed by the Head or 2 i.c. of the 6th Form, on a day to day basis. 
Location:
In the 6th Form study but maybe required to work elsewhere within the school.
Context:

Chestnut Grove is a high performing comprehensive, which prides itself on enabling students of all abilities and backgrounds to achieve highly. The school is a long-established arts college, specialising in the visual arts and modern foreign languages, but academic successes span the whole curriculum.  The student role is approximately 900 students, with an additional 200 students in 6th form. 
Purpose of Job:

To be responsible, under the instruction or guidance of senior staff, to provide:

· Supervision for the Sixth Form Study and Common Room Areas;

· General administrative support to the main school and 6th form offices.  

· General administrative support to some Curriculum departments

1. Supervising the 6th form study and/or common room

· To be responsible for the supervision of the 6th form study, maintaining a quiet, clean and tidy learning environment where students are encouraged to work independently during their study periods. To report any issues to the Head of 6th form or 2 i.c.
· To implement 6th form policies in the study or common room areas e.g. no food/drink, mobile phones etc, appropriate dress.
· To take full ownership of the 6th form study and common room and take responsibility for the upkeep of the areas, this to include
· Maintenance of all display and notice boards, making sure they are up to date and to help establish an intellectual buzz about the 6th form block
· Ensuring that all IT hardware is in good working order, reporting any issues arising to the ICT Helpdesk
· Ensuring that the study is kept tidy at all times and that furniture is clean and appropriately arranged.
· To take accurate 6th form study registers on Bromcom and to inform the Head of 6th form or 2 i.c. about any attendance issues arising.  Working with the 6th form administrator, to take responsibility for the allocation of study periods on students’ timetables.
· To supervise the entry and exit of 6th form students via the main school gate during break/lunch, as agreed with the Head of 6th form and/or Business Manager.
2. Administrative Responsibilities 
To provide administrative support as follows:

· 6th Form Office: To provide ad hoc administrative support, particularly at peak times to the 6th form office; under the direction of the Head or 
2 i.c. 6th form. To support the 6th form administrator as required working to agreed deadlines.

· 6th Form Trips: To take responsibility for organising 6th form trips, under the direction of the Head or 2 i.c. 6th form.  This to include bookings and confirmations, travel arrangements, free school meals, risk assessments, letters and permission slips and maintenance of a working trips folder.
· Engagement: As and when required, to support the smooth running of all 6th form marketing activities and 6th form events such as parents’ evenings, achievement evenings, UCAS evenings, open evenings, graduation and induction.
· Humanities & Business/Computing: This to include helping to organise the Geography Field Trips and the printing of HEALTH resources. 
· General Administration: To deal with queries effectively, whether from students, parents or staff, using the most appropriate form of communication.  

· To support a whole school approach to administration, supporting other areas and colleagues if necessary, as directed by a Senior Manager to undertake work of a similar level.

· To support a positive learning ethos across the 6th form and the school generally in line with the Five strands of Every Child Matters.

3. Attendance & Punctuality


· To contribute to the improvement of attendance and punctuality in the 6th form by providing information and support to the 6th form team.  This will include:
· producing attendance and punctuality reports as required 

· Phoning and sending text messages to parents/carers
· To be proactive in making calls to parents for those students who have not been in school that day where the parent has not informed the school that the student is absent; ensuring that these calls are logged on Bromcom.
4. General
· To be fully aware of and understand the duties and responsibilities from the Children’s Act 2004 and Working Together in relation to child protection and safeguarding children and young people .

· To ensure that line managers or senior management are made aware and kept fully informed of any concerns in relation to safeguarding and/or child protection.

· To play a full part in the life of the school community, to support its ethos and to encourage students, staff and colleagues to do the same.

· Be aware of and support difference and ensure equal opportunities for all.

· To engage actively with the performance review process and take responsibility for own development.
5. Qualifications Skills and Experience
Essential: 

· Experience of working with children or young people, 
· Excellent organisational and administrative skills
Desirable:

· GCSE in English & Maths
· Experience of working with children or young people, particularly the 16-19 age group.

Skills & Experience:
· Familiarity with Management Information Systems e.g. SIMS or Bromcom.
· Excellent ICT skills, particularly with Microsoft Office

· Resilience and the ability to influence students to maximize their attainment
· A strong team player, able to work collaboratively and effectively with a range of styles and personalities.

· Excellent communication skills, able to use a range of methods for effective communication.

· Evidence of being able to be adaptable and flexible when working within a busy and fast changing environment. 
· Excellent time management, with the ability to prioritise workload effectively
· An excellent record of attendance and punctuality;
· Able to display tact and a sense of humour within a busy environment.

· Reliable – prepared to go ‘above and beyond’, use own initiative and be pro-active
Although some specific responsibilities may be fixed as part of an individual’s job description, there will be a regular audit of tasks and responsibilities within this job description to ensure they meet the needs of the business in the future. Some tasks or aspects of responsibility may change over time in response to internal and external changes or to maximise opportunity for professional development and the need to ensure a collaborative approach to all aspects of work. Any significant changes to this job description will be discussed with the individual.
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