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Sixth Form Academic Mentor
Job Description and Person Specification

	Contract Type:
	Permanent

	Salary: 
	Support Staff Scale, Band 5, £28,793-£30,730
 (FTE £34,029 - £36,318)

	School: 
	Haberdashers Knights Academy 

	Location: 
	Launcelot Road, Bromley, BR1 5EB                             

	Hours per week: 
	Full time, 35 hours per week, term time + inset + 1 week

	Accountable to: 
	Assistant Principal  



Job Purpose
The successful candidate will support the Sixth Form team in maintaining high standards of behaviour, attendance, work ethic and academic progress. They will play a key role in providing pastoral, academic and careers support to Sixth Form students, helping to remove barriers to learning and ensuring students are prepared for their next steps in education, employment or training.
Key Responsibilities of Role 
· To oversee the Sixth Form Study Area, maintaining a calm, productive and purposeful environment for independent study.
· To supervise students during study periods and ensure that expectations, routines and policies are consistently applied.
· To coordinate and support the effective operation of the KS5 Learning Hub and maintain relevant KS5 resources.
· To identify students who may be at risk of underachievement, poor attendance, low engagement, low confidence or other barriers to learning.
· To analyse attendance, engagement and progress information to identify students requiring targeted intervention and support.
· To provide academic mentoring through one-to-one and small-group sessions, supporting students to achieve their full potential.
· To support students to overcome barriers to learning both inside and outside the classroom.
· To work with students to identify barriers to achievement and develop strategies to improve academic outcomes.
· To agree, monitor and review short and long-term academic targets with identified students.
· To support students in developing effective study skills, academic literacy, organisation, resilience, confidence, motivation and independent learning habits.
· To plan and deliver workshops and intervention programmes that promote academic success, effective study habits and student progress.
· To maintain registers for supervised study sessions and track the attendance of students referred for additional study support.
· To monitor student attendance, engagement and progress, maintaining accurate records and evaluating the impact of support provided.
· To communicate effectively with parents and carers regarding attendance, engagement, progress and academic concerns, maintaining accurate records of communication.
· To work collaboratively with teachers, tutors, pastoral staff and external agencies to remove barriers to learning and improve student outcomes.
· To contribute to the development and implementation of intervention plans and support programmes for identified students.
· To support the Sixth Form Team by tracking attendance, monitoring students on academic reports and contributing to strategies that improve student achievement.
· To assist the Head of Sixth Form, Careers Manager and wider Sixth Form Team with progression activities, including UCAS applications, higher education guidance and post-18 pathways.
· To maintain an up-to-date knowledge of progression pathways, enrichment opportunities, higher education options and support programmes available to sixth form students.
· To support the organisation of sixth form activities, enrichment opportunities, trips and key events throughout the academic year.
· To maintain accurate records and uphold all school policies relating to safeguarding, confidentiality, attendance, data protection and student welfare.
· To undertake such other duties as may reasonably be required, commensurate with the grade and responsibilities of the post.
General and Attendance 
· To promote and uphold the vision, values and ethos of Haberdashers’ Knights Academy at all times.
· To contribute positively to the life of the Sixth Form and wider academy community.
· To establish and maintain professional and positive relationships with students, parents, staff and external partners.
· To support the academy's commitment to high standards of attendance, behaviour, safeguarding and academic achievement.
· To work collaboratively with colleagues to ensure a consistent and effective approach to student support.
· To contribute to the planning and delivery of enrichment activities, events and opportunities that enhance students' personal and academic development.
· To maintain accurate records and prepare reports, correspondence and documentation as required.
· To participate in relevant meetings, training, professional development activities and performance management processes.
· To keep up to date with relevant developments in post-16 education, student support, progression pathways and safeguarding practice.
· To comply with all academy and Trust policies and procedures, including those relating to safeguarding, health and safety, attendance, equality, confidentiality and data protection.
· To promote equality, diversity and inclusion, ensuring that all students are treated with dignity, respect and fairness.
· To safeguard and promote the welfare of children and young people and report any concerns in accordance with academy procedures.
· To work flexibly and undertake such other duties as may reasonably be required, commensurate with the grade and responsibilities of the post.
· For a Band 5 role, I'd stop there. Anything around "leading strategic development", "driving academy improvement" or "leading provision" starts to nudge it towards a higher-graded post.

General
· To work within the school framework with regard to Health and Safety  
· To promote equal opportunities in the school  
· To promote the ethos of the Trust / school  
· To promote the school’s commitment to the continued professional development of all staff.  
· To work within the school’s framework with regards to Health and Safety.  
· To be aware of and assume the appropriate level of responsibility for safeguarding and promoting the welfare of children.  
· To report any Safeguarding concerns in accordance with Trust’s Safeguarding Policy 
· To undertake any duties as may reasonably be required by the Executive Principal or Leadership Team

London Living Wage
We are proud to pay the London Living Wage.














Person Specification

	
	Essential
	Desirable
	Method of Assessment
A = Application
I = Interview
AS = Assessment
R = References

	Education & Qualifications

	
	· A relevant Degree, with UK PGCE, or other teaching qualification giving QTS
	· Safeguarding qualification/training
· Qualification in First Aid
	A, I


	
	· An enhanced DBS (we will apply for this for you)
	· Designated Safeguarding Lead training
	

	
	· Excellent written and  verbal communications Skills
	· GCSE Maths and English Grade C or above (or equivalent)
	A, I

	Knowledge & Experience

	
	· Experience working with young people aged 16–19 (Paid or Voluntary)
	· Experience of working in a Multi-Academy Trust
	A, I, AS, R

	
	· Experience supporting students’ academic and pastoral development and working as part of a team
	· First Aid qualified
	A, I, AS, R

	
	· Understanding of safeguarding principles
	· Experience in a Sixth Form or school setting
	A, I, AS, R


	
	· IT literacy including Microsoft Office applications
	· Experience of UCAS processes
	A, I, AS, R


	
	· Ability to manage and prioritise workload
	· Experience delivering interventions or mentoring
	A, I, AS, R


	
	· Ability to present detailed and written reports in a clear professional style
	· Experience using school MIS systems
	A, I, AS, R


	
	· Ability to build effective relationships with students, and to be able to motivate disaffected learners
	· Experience in education support roles
	A, I, AS, R

	
	· Ability to collate, analyse and present a variety of data 

	· Ability to plan, organise and prioritise duties
	A, I, AS, R

	Personal Qualities

	
	· Clear commitment and understanding of the Trust ethos, vision and values and an ability to uphold them 

	
	A, I, AS, R

	
	· Belief in equality and opportunity for all, ensuring that all staff feel included and listened to 

	
	A, I, AS, R

	
	· Ability to establish and articulate a clear vision in an engaging way 

	
	A, I, AS, R

	
	· Determination and resilience 

	
	A, I, AS, R

	
	· High level of interpersonal and communication skills and the ability to build relationships and influence at all levels – engaging with a range of stakeholders successfully 


	
	A, I, AS, R

	
	· Commitment to collaborative working 
	
	A, I, AS, R

	
	· High expectations of achievement, conduct and behaviour and a willingness to address situations where these fall short 
	
	A, I, AS, R

	
	· Commitment to safeguarding and promoting the welfare of children and young people

	
	A, I, AS, R




Staff Development 
Our staff are important to us. We know that without great staff, our children will not be as successful. Therefore, Professional Learning is key to our success. As a new employee within the Trust, you will be supported by the Senior Directors of People and Professional Learning, alongside your line manager to realise your full potential.

'Our People Strategy is key to our success and integral to this is our commitment to equity, equality, diversity, and inclusion . Bringing this to life is the responsibility of every member of staff. We take seriously any behaviour which undermines it. Anyone applying to work with us, should share this commitment.'
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