[image: ][image: Parkside Logo (4)]



Job Description

Post Title: Assistant Head of Year (non‑teaching pastoral officer)
Grade: Grade 7, Point 8 – Point 11
Contract: Permanent
Hours: 36 hours per week
Weeks per Year: 39 weeks (term time only)
Line Manager: Pastoral Manager
Working Closely With: Head of Year (allocated year group/s) and members of the pastoral team

Job Purpose
To provide high‑quality pastoral, behavioural and attendance support for students within an allocated year group, working closely with the Head of Year and under the direction of the Pastoral Manager.
The role focuses on removing barriers to learning through targeted intervention, strong relationships with students and families, effective use of data, and close collaboration with staff and external agencies. This is a non‑teaching role that contributes directly to student engagement, wellbeing, behaviour and progress.

[bookmark: _Hlk227774222]Key Areas of Responsibility
1. Student Pastoral Support and Wellbeing
The postholder will:
· Deliver consistent, day‑to‑day pastoral support for students within the allocated year group(s)
· Support students’ personal, social, emotional and behavioural development, responding appropriately to individual needs
· Build positive and respectful relationships with students, acting as a professional role model
· Deliver one‑to‑one and small‑group interventions to reduce barriers to learning and promote positive outcomes
· Act as an assertive mentor for a targeted group of students, tracking impact and progress over time
· Support reintegration for students returning from absence, suspension or alternative provision
· Promote aspiration, resilience, self‑esteem and positive attitudes to learning and school life
· Support home visits as part of the school’s safe and well practice



2. Attendance and Behaviour
The postholder will:
· Monitor attendance, punctuality and behaviour data for the allocated year group on a daily basis
· Follow up absence, lateness and welfare concerns with students and families, in line with school procedures
· Support behaviour interventions, detentions, restorative conversations and isolation (reset room) where required
· Respond to behaviour incidents promptly, applying sanctions fairly and consistently in accordance with the school’s behaviour policy
· Escalate concerns to the Head of Year, Pastoral Manager, Senior Leader for Behaviour and Attitudes, or Assistant Headteacher (Student Culture) as appropriate
· Support staff in classrooms and around the site to maintain calm, safe and orderly environments
3. Year Group–Specific Responsibilities
In addition to the core duties above, responsibilities will reflect the allocated year group(s):
Year 7
· Support transition from primary school, including liaison with feeder schools and families
· Provide enhanced pastoral support during induction and settling‑in periods
Years 8/9
· Deliver early intervention to reduce disengagement and prevent escalation of behaviour concerns
· Support students through transition into Key Stage 4, including guidance and support around Year 9 options choices, helping students and families to make informed decisions that align with strengths, interests and aspirations
Years 10/11
· Support engagement, attendance and motivation during examination years
· Support post‑16 transition in liaison with careers and senior staff




4. Working with Families, Staff and Agencies
The postholder will:
· Establish and maintain constructive relationships with parents/carers, providing clear and professional communication
· Lead meetings with parents of targeted students to agree actions, plans and review points to clear deadlines
· Liaise with teaching staff, form tutors/mentors, SEND, safeguarding and inclusion teams to support students effectively
· Contribute to referrals and work with external agencies, including Early Help and other support services
· Assist with reintegration following suspension and contribute to risk‑reduction strategies
5. Administration, Systems and Data
The postholder will:
· Maintain accurate pastoral records using the school’s information management systems
· Analyse attendance and behaviour data to inform interventions and reporting
· Produce reports, case notes and documentation as required
· Ensure confidentiality and compliance with data protection requirements at all times
6. Wider School Contribution
The postholder will:
· Provide on‑call pastoral support, including hotspot coverage, as required
· Supervise students during detentions, trips and off‑site activities where necessary
· Contribute positively to the school’s ethos, values and culture
· Participate in training, supervision and ongoing professional development
· Comply with safeguarding, health and safety, equality and all relevant school policies

Other Duties
· Undertake any other reasonable duties commensurate with the grade of the post
· Engage fully with the school’s professional development programme

Working Arrangements
· Typical working hours: Monday to Friday, 8.00am – 3.30pm / 4.00pm (alternating days), with a 30‑minute unpaid lunch break
· Annual leave must be taken during school holidays





Person Specification
Qualifications
Essential:
· GCSEs (A*–C / 9–4) or equivalent in English and Mathematics
· Level 3 qualification (A Level or equivalent)
Desirable:
· Counselling or mentoring training
· Assertive mentoring or conflict resolution training
Experience
Essential:
· Experience working with secondary‑aged students (KS3 and KS4)
· Experience in a pastoral, mentoring or student support role
· Experience managing behaviour, attendance or welfare concerns
Desirable:
· Experience liaising with parents and external agencies
· Experience working within multi‑disciplinary teams
· Demonstrated impact through intervention or systems development

Skills, Knowledge and Attributes
· Strong interpersonal and communication skills, including difficult conversations
· Ability to motivate students and raise aspirations
· Working knowledge of safeguarding, child protection and confidentiality
· Ability to analyse data and generate reports
· Confident user of Microsoft Office, particularly Excel
· Experience of school information systems (e.g. Arbor) desirable
· Calm, resilient and effective under pressure
· Organised, proactive and able to prioritise workload
· Commitment to equality, safeguarding and inclusion

Personal Qualities
· Commitment to the ethos and values of Parkside Community School
· Integrity, professionalism and discretion
· Flexible and adaptable, with a positive approach to change
· Genuine commitment to improving outcomes for students
· Good sense of humour!




Safeguarding Statement
Parkside Community School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.


		

	

Notes:
This job description may be amended at any time in consultation with the postholder. 

Last review date: April 2026

Postholder’s signature:			_______________________________________
Name:					
Date: 						








In the event a candidate does not fully meet the person specification/criteria/experience, then a temporary contract may be offered.
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