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 “Love God, Love Our Neighbour, Love Learning”

SIXTH FORM PROGRESS SUPPORT COORDINATOR

Job Description

St Alban's Catholic High School strives to provide an excellent education for our students within a caring Christian community where all are respected, valued and supported to achieve their potential. We aim to inspire everyone with the strength and purpose to begin the journey of learning for life and to prepare our students to lead by their example in the modern world.


Suffolk Grade			03 subject to bar	

Grade Boundaries		            £26,403–£28,142	

Weeks Worked			39 weeks per year	

Contracted Hours			35 hours per week

Reports to			Head of Sixth Form 
                                		                     
Job role

The Sixth Form Progress Support Coordinator provides supervised academic support and dedicated administrative support for the Sixth Form, ensuring continuity of learning, effective student supervision and the smooth running of post-16 systems and processes.
The role supports the day-to-day operation of the Sixth Form, enabling the Head of Sixth Form and teaching staff to focus on curriculum delivery, student progress, post-16 outcomes and post-18 destinations.

Key Responsibilities

Ethos and Values

· To support and promote the Catholic ethos of the school
· To model professional conduct, positive relationships and high expectations for post-16 students

Academic Support & Student Supervision

· Provide planned and short-notice supervision for Sixth Form lessons in the ISA during teacher absence, ensuring students remain on task and learning continues
· Supervise independent study sessions, supporting effective use of study time
· Maintain appropriate behaviour and a purposeful learning environment in line with Sixth Form expectations

Sixth Form Administration & Systems

· Provide administrative support to the Sixth Form, including:
· Maintaining accurate student records and registers
· Managing communications relating to Sixth Form activities, deadlines and events
· Support the administration of post-16 processes including applications, enrolment, induction and transitions

Pastoral Support

· Respond to the ongoing welfare and pastoral needs of Sixth Form students
· Maintain records of intervention and impact
· Support the implementation of the Sixth Form tutor programme
· Liaise with school staff and external professionals to provide appropriate student welfare support
· Act as a consistent point of contact for Sixth Form students during the school day
· Be First Aid trained and provide basic first aid support to students if required

Post-18 and destinations

· Work alongside Careers Lead to ensure all students have secured destinations in employment or education at point of leaving
· Work alongside the Head of Sixth Form to coordinate the UCAS support programme for year 12 and 13
· Maintain ongoing links with St Alban’s Alumni
· Manage the Unifrog and UCAS platform to support students in securing post-18 destinations in line with application timelines

Communication & Liaison

· Communicate effectively with students, staff and parents/carers regarding Sixth Form routines and administration
· Support the coordination of meetings, events and enrichment activities within the Sixth Form

Safeguarding & Professional Conduct

· Maintain appropriate professional boundaries with Sixth Form students at all times
· Be vigilant to safeguarding concerns and report any concerns in line with school safeguarding policies and procedures

Wider Contribution and Flexibility

· Support supervision of Sixth Form students during social times, study periods or transitions as required
· The duties above are neither exclusive nor exhaustive, and the post holder may be required by the headteacher to carry out additional duties within the context of the job, skills and grade

Person Specification

· Experience working with young people in an educational or supervisory setting
· Strong organisational and administrative skills
· Calm, professional, and consistent when working with students and parents / carers
· Excellent communication and interpersonal skills
· Ability to manage sensitive information securely
· Organised, proactive, and able to work under pressure
· Ability to supervise students and maintain a calm, purposeful environment
· Ability to follow policies and procedures and work under direction
· Commitment to safeguarding and promoting student welfare
· Excellent attendance and reliability
· Professional, approachable and consistent manner
· Willingness to be flexible to meet the needs of the Sixth Form


Safeguarding

All staff and volunteers are expected to be committed to safeguarding, equality and promoting the welfare of children and young people.

To ensure awareness of local safeguarding policies and procedures and to report any concerns or information received as required.

The Governing Body is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment.

This is a public facing role and the post holder must speak fluent English.

The duties above are neither exclusive nor exhaustive and the post holder may be required by the Assistant Headteacher to carry out additional duties within the context of the job, skills and grade.
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