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Post: Student Services Manager
Location: 	 Ormiston Latimer Academy, Freston Rd, London W10 6T

Salary: 	 OAT Grade 9 Point 37-40 (Inner London)

Status: 		 Full Time – Permanent – 37 hours 

Responsible to:	 Principal

If this post attracts sufficient interest before the closing date, we may decide to close and interview this vacancy at an earlier date, so an early application is advised.


Job Purpose

The Student Services Manager will have the responsibility of Designated Safeguarding Lead. As a member of the Senior Leadership Team, the Student Services Manager plays a pivotal role in the strategic leadership and management of the Academy, working closely with the Principal.

This role takes a strategic lead on all pastoral progress and support for learners, with responsibilities including behaviour and achievement systems, safeguarding, child protection, work experience, post-16 destination tracking, and external agency liaison.

The Student Services Manager holds strategic responsibility for improving attendance, managing behaviour and suspensions, and developing enrichment, student voice, and co-curricular activity programmes. The post-holder also leads on admissions, student induction, and entry assessment.

This role includes collaboration with the OAT Lead for Safeguarding and Children’s Welfare and may involve support across other OAT academies and services as required.






Main duties and responsibilities

· Take a lead role in implementing OAT’s learning and behaviour policies, ensuring consistent application across the school both in and out of classrooms.

· Develop and oversee a comprehensive and effective student admissions and induction programme.

· Coordinate the delivery of student support services, including post-16 information, advice and guidance (IAG), Early Help support, Substance Misuse and other wellbeing services.

· Ensure a high-quality work experience provision for Key Stage 4 students, guided by the principles of equality, and tailored to student needs and interests.

· Promote and maintain effective relationships with local businesses and industry to support education-business links.

· Line-manage identified staff and follow the Academy’s leadership and management procedures.

· Take a strategic lead on raising student attendance, improving behaviour and strengthening reintegration’s into mainstream.

· Reinforce and maintain relationships with external agencies to support student welfare and development.

· Maintain accurate and detailed records in line with OAT’s policy and practice.

· Actively contribute to staff meetings and INSET supporting the Academy's aims, values, and objectives.

· Engage in continuous professional development to enhance skills, particularly around supporting students with social, emotional and mental health needs.

· Participate in the OAT performance management review system and meet appraisal targets.

· Promote and uphold equal opportunities in all aspects of the Academy’s work.

· Ensure compliance with Health and Safety legislation, taking reasonable care of yourself and others affected by your work.

· Lead the safeguarding and protection of learners by implementing relevant school policies (e.g. Attendance, Child Protection Policy, Safe Touch Policy, Positive Behaviour Policy, E-Safety, Staff Code of Conduct) and report any safeguarding concerns.

· Maintain an Enhanced DBS disclosure in line with OAT’s policy (rechecked every 3 years).

· Carry out other duties as reasonably directed by the Principal in line with the scope and status of the post.


Strategic Leadership and Development:
· Share direct accountability for implementing the Academy’s strategic vision related to academic and pastoral student support and development.
· Contribute to the day-to-day leadership of the Academy, supporting the delivery of high standards of behaviour, attendance, safeguarding, and pupil welfare.
· Lead initiatives to raise student aspirations and ensure every student has the support and opportunities to reach their full potential and become active and valued members of society.
· Play a key leadership role within the Academy and its wider community, promoting a positive, inclusive, and aspirational culture.

Core Duties/Ethos
· Be highly visible, supportive, and approachable to students, staff, and parents.
· Undertake whole-Academy responsibilities as directed annually.
· Promote equal opportunities and celebrate diversity in all aspects of Academy life.
· Support and uphold the Academy’s ethos, values, and policies.
· Show a record of excellent attendance and punctuality.
· Comply with all Health and Safety responsibilities and participate in risk assessments where appropriate.
· Actively promote the safeguarding and wellbeing of all pupils.

Safeguarding & DBS 

This Academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.
· A valid Enhanced DBS check is a requirement of this post and will be updated every three years in accordance with OAT’s policy.
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Qualifications & Experience

	 
Essential E/ Desirable D

	A relevant degree level qualification or equivalent 
	D

	Experience of being a Designated Safeguarding Lead
	D

	Training in areas relevant to the post which might include mentoring, advice and guidance, education policy and practice, people management.
	E

	Recent and successful experience of supporting pupils with emotional and behavioural difficulties or disaffected pupils in the secondary phase. 
	E

	Experience of managing a team and delivering performance management and addressing underperformance when necessary.

	E

	Experience of leading within a multi- disciplinary team.

	D

	Experience of developing links with partner organisations

	D

	Experience of managing a budget and resources

	D

	Experience of having dealt with and completed Early Help assessment, contributed to EHCP (Education, Health and 
Care Plan) assessments, with an extensive knowledge of EHCP provision.

	D

	Knowledge & Skills
	Essential E/ Desirable D

	Up to date knowledge of approaches to mentoring and supporting the pastoral and academic needs of young people

	E

	Knowledge of the statutory requirements surrounding the provision of work experience.

	E

	Knowledge of the statutory requirements surrounding admissions and exclusions from mainstream, Alternative Provisions and Pupil Referral Units

	E

	Understanding of the process of delivering a multi-disciplinary support service to young people

	E

	An up-to-date knowledge of statutory attendance and safeguarding policies and the outcomes needed to be achieved for young people

	E

	An understanding of the range of services available to young people and the ability to generate and sustain a broad range of external contacts and partners

	E

	A good knowledge of ICT systems and the ability to use ICT to enhance service delivery


	D

	Evidence of an understanding of and commitment to the LA’s equal opportunities policy being addressed in day-to-day practice

	E

	Proven skills in supporting young people through advice, guidance or mentoring.

	E

	Proven management skills including the management of people and resources

	E

	Proven consultation and negotiation skills including effective communication skills, both oral and written

	E

	Evidence of working effectively within a team and an understanding of line management

	E

	Evidence of effective planning and organisational skills

	E
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Finlay Street, Fulham, London, SW6 6HB

Principal: Sophia Martin
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