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Job Title Achievement Manager 
  

Reporting To Achievement Leader/s and SLG 
 

Salary Range NJC Scale points 12 to 22. 
 

 

Core Purpose 

• To be a visible presence, supporting positive student behaviour around the school during 
lessons, before and after school and when required, during lunch and break time 

• To provide leadership and operational management to an assigned Key Stage or Year Group to 
enable the school to operate with a safe and calm learning environment  

• To mentor and be accountable for the progress of a targeted group of pupils’, to enable them to 
make outstanding academic progress throughout their time at school 

• To support the implementation of strategies that improves student attendance 

• To support and implement the climate for learning policy 

• To collaborate on the implementation of programmes that support identified students, working in 
partnership with other support and SEN staff 

• To support the delivery of programmes, which focus on students’ attitudinal and academic 
development, as identified through relevant evaluation and improvement planning 

 

Key Accountabilities (and specific duties/responsibilities): 

Main Responsibilities 

• To be the first point of contact to students and parents through contact by phone or face to face 
meetings 

• To record and maintain accurate student records, in line with Data Protection legislation and 
school policy and procedures. 

• To mentor and build relationships with pupils’ and families who are eligible for the pupil premium 
and /or are identified as vulnerable and/or disadvantaged. 

• To work with families to enable strong and trusting relationships to be built over the time identified 
students are at the school. 

• To act as a role model and actively demonstrate understanding of school policy and procedures 
to students, staff and parents. 

 

• Develop an understanding of student tracking systems that are used across the school so learners 
and their parents are informed and advised appropriately throughout their learning. 
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• To use, model and evaluate effective practice and quality assure the processes and systems of self-

review, student reviews and working with other staff and agencies who support students (including 
Local Authority and Government Agencies, Health and Children’s Services, Voluntary Groups, 
Parent & Carer Organisations) to ensure effective communication concerning the maintenance of 
student’s wellbeing.   

• To support and contribute to improvements in behaviour and attendance across the school, in line 
with the school and Year group improvement plans. 

• To support the administrative organisation of Child Protection referral processes at the school. 

• To contribute towards the sharing of information and ideas,and positively promoting and providing 
guidance on school policy and procedures to tutors. Where there are areas of concern, or potential 
underperformance with a tutor(s), seek advice and support. 

• To access, monitor and analyse student data to ensure that student tracking is effectively managed 
across the Year Group and that learners are informed and advised appropriately throughout their 
learning, particularly transition points. 

• To record and maintain accurate student records, in line with Data Protection legislation and school 
policy and procedures.   

 

Other Specific Duties: 
 

• The Trust Central team are located on site at the Polaris Multi Academy Trust Offices. There will 
be a requirement for multi-site working at academy / school level, based on the needs of the Trust 
and requirements of the role. 

• To attend team meetings and staff meetings and maintain confidentiality inside and outside the 
workplace. 

• To continue personal and professional development as required. 

• To actively engage in the performance review process.   

• All support staff may be used to perform appropriate duties as and when required by the Trust, 
commensurate with the salary grade of that post if it is higher than the employee’s current salary. 

• To work in the best interests of the Trust, its pupils, parents and staff. 

• To adhere to the Trust’s policies and procedures with particular reference to Child Protection, 
Equal Opportunities, Teaching and Learning and Health and Safety. 

 
Whilst every effort has been made to explain the main duties and responsibilities of the post, each 

individual task undertaken may not be identified.  Employees will be expected to comply with any 

reasonable request from a manager to undertake work of a similar level that is not specified in this job 

description. 

 
This job description is current at the date shown, but, in consultation with you, may be changed by the 

Trust to reflect or anticipate changes in the job commensurate with the grade and job title and/or Trust. 

 

 

 

 

 



 
 
 
 
 
 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Job Title: Achievement Manager 

KEY CRITERIA ESSENTIAL DESIRABLE 

Qualifications  

 

• possess GCSE qualifications, including a 

minimum of grade C / 5 in English and Maths 

• full UK driving license and possess a vehicle to 

travel between academies  

 

• possess A Level and/or equivalent 

Level 3 qualifications  

• degree educated. 

Qualifications 

& Experience 

 

• experience of working in a busy organisation 
and dealing with confidential matters  

• experience of successfully working with young 
people (of a relevant age) and securing 
positive outcomes 

• experience of working in an educational 
environment 

• experience of using a range of IT packages  
 

• 5 or more GCSE’s (or equivalent) 
at C or better, including English 
and Maths, or extensive relevant 
experience 

• experience of working with young 
people with SEN 

• ability to deal sensitively with 
people and resolve conflicts 
 

Knowledge & 

Understanding 

 

 

• understanding of equal opportunities issues 
and the need to treat all students and staff with 
an equal standard of care 

• basic knowledge of reward strategies and 
understanding how these could be applied 

• a good knowledge of CFL strategies when 
dealing with parents  

• understanding of the importance of 
community/partner/parent agency links 
 

• understanding of Safeguarding 
and Child Protection issues. 

• knowledge of the needs of SEN 
students in academic 
surroundings 
 

Personal 

Qualities 
• an excellent record of attendance and 

punctuality 

• commitment to learning 

• resilience, patience and perspective 

• set high standards and act as a positive role 
model for students and staff 

• seek advice and support when necessary 
 

• reliability, integrity and stamina 

• respect confidentiality 
 

Skills & 

Abilities 
• prioritise workload of self and others, balancing 

different priorities  

• think creatively and imaginatively to anticipate, 
identify and solve problems 

• demonstrate good judgment 

• achieve challenging professional goals 

• ability to work in a team  

• ability to communicate effectively, both orally 
and in written form with a range of audiences 

• evidence of planning and organisational skills 
 

• willingness to develop own 
understanding and capability 
through advice and training 

• think clearly in emergency 
situations 

• negotiate and consult fairly and 
effectively 

• ability to interpret and analyse 
data 

 

 

 

 


