Person Specification – Head of Year (Non-Teaching)

	Key Criteria
	Essential 
	Desirable

	Education and Qualifications
	NVQ Level 3/A Level or equivalent qualification 

GCSE Grade C/Grade 5 or above in English and mathematics or equivalent.

Experience working with children and young people
	Relevant degree or equivalent level of comparable experience


	Experience
	Proven experience of working with young people aged 11-16 in a voluntary or mother professional capacity

Proven recent experience of the implementation of Child Protection & Safeguarding policies and procedures 
	Experience of working in school or local government environment

DSL/Deputy DSL experience

	Knowledge and understanding
	Sound knowledge and experience of child protection & safeguarding legislation and pastoral care systems

Understanding of the main challenges for students in the secondary sector

Knowledge and ability to deal with a range of different student behaviours


	Experience of mentoring/coaching young people

Understanding of multi-agency work

Knowledge of the National Curriculum requirements for the relevant Key Stages in order to give appropriate support and preparation to students


	Skills
	Ability to work with initiative and independence

Ability to lead and implement strategy and policy with appropriate oversight.

Ability to build effective relationships and work sensitively and effectively with colleagues, parents/carers, students, staff and outside agencies

Excellent literacy and numeracy

General administrative /ICT skills especially in the use of range of IT software (Word, Excel, Outlook)

Proven organisational and time management skills

Ability to promote positive ethos and have a ‘can do’ attitude
	

	Personal
	Professional appearance and conduct

A committed life-long learner, willing to undertake further training

Good communication skills, flexible approach with tact and diplomacy

Self-motivating and ability to work as art of a team

Ability to ensure confidentiality
	



