





JOB SPECIFICATION
Post 16 Study Support Manager



	
Reports to:   Director of Sixth Form

	
Why 

	Job Summary
To support the Director of Sixth Form and Deputy Head of Sixth Form in ensuring the welfare, academic progress and personal development of all Sixth Form students.  The role combines pastoral care, attendance monitoring, academic support and administrative coordination to create a nurturing and structured environment that enables students to thrive. 

	 
What 

	Main Responsibilities
Pastoral and Welfare support
· Take responsibility for all aspects of student welfare including emotional wellbeing, safeguarding and pastoral care.
· Provide 1:1 support for students, particularly those with complex needs and liaise closely with Safeguarding Team and external agencies.
· Be Level 3 Safeguarding trained and actively contribute to safeguarding procedures and documentation.
· Support students with emotional challenges especially during exam periods and transitions.

Attendance and Punctuality
· Monitor attendance and punctuality daily, identifying patterns and concerns.
· Contact parents/carers when attendance and punctuality falls below Academy standards.
· Maintain accurate records and reports for internal and external use.

Induction and Transitions
· Induct all new in-year Sixth Form students, ensuring smooth integration into the Academy.
· Establish and maintains strong home-school links, including communication with primary carers and families.

Academic and Study Support
· Oversee study environments ensuring students are completing work in a suitable and productive setting.
· Check cover arrangements and ensure appropriate work is set and followed.
· Support students with Post-18 progression including UCAS applications, coordination of the work experience programme, careers appointments and personal statements.
· Provide exam support including emotional logistical assistance.

Bursary and Resource Management
· Manage the 16-19 Bursary Fund including processing applications and maintaining accurate records.
· Order and manage stock for Sixth Form students ensuring resources are available.
· Ensure fruit and other wellbeing provisions are consistently available for students.

Events and Administration
· Organise and support parent appointments, external visitors and guest speakers to enhance personal development.
· Be present and assist with key Academy events such as Parents’ Evenings, Open Evenings, A Level results day and Sixth Form Induction Days.
· With a strong competency in all systems, provide administrative support to the Sixth Form team including data entry, communication and scheduling. 
· Be first aid trained.
· Any other duties deemed appropriate to the role.

	How 

	Competencies
	Personal Attributes
(level expected when job is conducted to the required standard)

	
	Effective communication,
displaying flexibility of
styles
	Excellent communication and interpersonal skills at all levels, both written and verbal. Calm, empathetic and approachable manner.

	
	
	High level of discretion and professionalism.

	
	
	Matches content and style to the needs of the audience




	
	Systematic problem
solving
	Strong organisational skills and time management abilities.
Ability to take action in solving problems whilst exhibiting

	
	
	Previous experience in pastoral or student support role desirable.

	
	
	Knowledge of safeguarding procedures and working with external agencies desirable, as well as familiarity with attendance monitoring systems and bursary administration.

	
	
	Experience supporting UCAS and careers guidance desirable.

	
	
	Confidence to challenge difficult or sensitive situations.

	
	Collaboration
	Ability to work independently and as part of a team.

	
	Awareness of situation
and others
	Recognises impact of own actions on others.

	
	
	Displays an awareness of how others’ behaviour affects others’
ability to work

	
	
Relationship building
	Excellent people skills and the ability to relate well to
students, parents/careers, and outside agencies.

	
	
	Excellent people skills and ability to establish working
relationship with colleagues/external agencies.

	
	
Proactivity and initiative
	Actively seeking innovative approaches, new ideas and challenges.
Be willing to innovate.

	
	
	Pro-active approach and awareness of need to develop working
initiatives

	Context 

	

Interfaces
	Internal/External
	Seek opportunities to collaborate with other
professionals beyond the academy and
across the Trust.

	
	
	Financial
impact/budget
	Ensure resources are affordable and
available to achieve improvement plans and
stated strategic objectives

	
	

Scope
	People
(directly/indirectly
manage)
	Act as a role model to the support staff in
the Academy, promoting consistently high
expectations in a professional and
courteous manner.

	
	
	Travel
	You may be required to travel between
campuses/sites as directed to meet
the needs of the Academy.

	
	Education, qualifications
and experience (EQE)
	•   Educated to GCSE grade C standard in English and
mathematics.
•   Proven history of working with challenging
behaviour.
•   Experience of developing practices for supporting
behaviour.

	
	Safeguarding
	All adults employed by the Trust are responsible for
safeguarding and promoting the welfare of children they are
responsible for or come into contact with.  As such, all
employees will undergo relevant background checks including a
Disclosure and Barring Service (DBS) Enhanced check with
Barred List Check to satisfy our statutory obligations.




Whilst every endeavour has been made to outline all the duties and responsibilities of the post, this document
does not specify every item in detail.  Where broad headings have been used, all associated duties are naturally included in the job description.
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