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St Francis Xavier College


                       JOB DESCRIPTION

Progression Services – Achievement Officer (DLC)
A. St Francis Xavier College is a Roman Catholic Foundation.  All staff should endeavour to maintain and develop the Catholic character of the College in accordance with the directions given by the Governors and subject to the directions given by the Principal.

B.
The College has a strong commitment to equal opportunities and respect for all members of our community regardless of age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual orientation.

C.
This post is offered subject to the conditions of service as set out in the agreed contract.

D.
For further information about the duties of all members of staff, terms and conditions, mission and policy framework of the College please see Staff Handbook available on the College intranet.

Hours:
25 hours per week, term time only
Reporting to:
LRC Manager
Office base:
Directed Learning Centre (DLC)
Purpose of the Job:
· To support students in their learning by coordinating student referrals to the Directed Learning Centre.
· To provide a comprehensive and welcoming DLC  service for students.
Overview:  This position is part of the Progression Services Department.  SFX support staff work flexibly in liaison with each other to ensure an outstanding service is provided to the students and teaching staff.  As a member of the Progression Services Department, you work as part of a cohesive team and will be asked (and trained) to assist your fellow team members with their duties particularly at busy times or when the needs of the college calendar or staff absence dictate. The College remains committed to supporting your work in the Progression Services Department and if you require further training or assistance with prioritisation or time management, you should discuss these issues with your line manager. 
Main Activities and Responsibilities

1. To have overall responsibility for the day-to-day operation of the DLC provision

2. To manage student referrals to the DLC. This will include liaising with the student to find an appropriate time during the week when the student is required to attend DLC sessions
3. To ensure that the DLC is set up with the necessary IT hardware to accommodate student referrals.
4. To register students referred to the DLC and to follow up those who fail to attend

5. To supervise students within the DLC, ensuring that it remains a calm working environment conducive to study at all times.

6. To ensure that all students in the DLC carry out the work given to them

7. To support students in becoming effective independent learners by facilitating the acquisition of effective learning strategies and directing them towards purposeful practice activities 

8. To assist the Senior IT Services Engineer in supporting students in a variety of student related IT software, including but not limited to G suite applications, Microsoft OneDrive, MyPC, Moodle and R&R. Assisting and where required providing demonstrations of computer equipment and software to the students.
9. To assist the Senior IT Services Engineer in arranging  safe storage of the mobile IT equipment in the DLC each evening and setting up at the beginning of each day.

10. To assist and support students to connect to the BYOD Wi-Fi Network.
General

1.
To have an awareness of the Progression Services Department’s aims and targets, both short and long term.

2.
To contribute to the Departmental SAR on an annual basis in liaison with the LRC Manager and the team.

3.
To assist your fellow team members with urgent priorities, maintaining an overview of their duties to enable you to cover as necessary.  Full training will be provided.

4.
To engage in CPD as required to enable the post holder to fulfil all the duties of the post.

5.
To have an awareness of, and commitment to, the College’s policies on Health and Safety, Equality, Diversity and Inclusion, Prevent and Safeguarding.

6.
To support the Ethos and Values of St. Francis Xavier College.

7.       The post-holder is expected to be part of the whole-school staff team and to be able to use his/her initiative. The ability to respond positively to ever changing and demanding circumstances is essential. 

8. Any other duties within the remit of the post as may be required.

Person Specification:

	Qualities and Skills
	Essential
	Desirable

	Must have the appropriate qualifications: educated to at least A Level or equivalent; Maths and English GCSE A-C.
	Yes
	

	Relevant training or experience of working with young people aged between 16-18
	
	Yes

	Basic understanding of learning strategies
	Yes
	

	Customer Services skills to the highest level.
	Yes
	

	Self-motivated but with the ability to work flexibly as a team member.
	Yes
	

	Must have organisational skills, be able to meet deadlines, and the ability to work efficiently and accurately when under pressure.
	Yes
	

	The ability to motivate team members and provide training and guidance as required.
	
	Yes

	Experience of effective communication with all stakeholders, both written and oral.
	Yes
	

	A commitment to personal development.
	Yes
	

	A commitment to the Health and Safety of staff and students.
	Yes
	

	The ability to work flexibly within the Progression Services Department in line with emerging priorities, the College calendar and staff absence as directed by the LRC Manager.
	Yes
	

	A commitment to all College policies to include Health and Safety, Equality, Diversity and Inclusion, Safeguarding and Prevent.
	Yes
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