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HASMONEAN MULTI-ACADEMY TRUST


JOB DESCRIPTION

Job Title:		Cover Officer – Boys’ Upper School

Responsible to:		Cover Manager

[bookmark: _Hlk235696223]Hours:			Term Time 
36 Hours per week
Monday – Thursday 08.00 – 16.30
Friday 08.00 – 14.00

Salary 			 NJC 12 – 15 (starting on 12)


Purpose of the Role

To liaise with the Cover Supervisor to provide cover for classes and ensure high standards of learning and behaviour are maintained when staff are absent. 

Key Responsibilities
Classroom Supervision
· Supervise classes in the absence of the regular teacher, as directed by the Cover Supervisor.
· To take the register on Bromcom at the start of a lesson
· Establish the boundaries and guidelines for class behaviour, in line with the schools’ policies and procedures
· Provide students with any cover work that has been set by the absent teacher
· To manage the behaviour of pupils whilst they are undertaking this work to ensure a constructive environment with the minimum amount of disruption
· Manage student behaviour in accordance with school policies. 
· To deal with any immediate problems or emergencies according to the school’s policies and procedures; if necessary to call the duty teacher for further back up or help
· At the end of the lesson collect any completed work if it is required to be returned to the class/subject teacher
Student Support
· Provide clarification of instructions where appropriate. 
· Encourage student engagement and participation. 
· Support students in remaining focused on their learning tasks. 
· Help any pupils that have questions about the work they are expected to do in the lesson


Communication and Feedback
· Provide feedback to teachers on lesson completion, student behaviour, and any issues arising during the lesson. 
· Use Bromcom to post any positive or negative referrals relating to the behaviour of pupils during the class, and any issues arising and report any such feedback, if made, to the appropriate teacher
· Liaise with teaching and pastoral staff when necessary.
Other Duties
· When not undertaking cover duties, provide operational support to other areas of the school, including Pastoral, Curriculum and Administrative teams, as directed by the Cover Manager. Undertake additional duties to support the effective day-to-day running of the school and respond flexibly to changing operational needs.
· Assist with break, lunch, or duty supervision as directed. 
· Participate in training and professional development activities. 
· Uphold school policies relating to safeguarding, behaviour, equality, and health and safety. 

Person Specification
Essential
· Good standard of education (GCSE English and Mathematics or equivalent). 
· Ability to communicate effectively with young people and adults. 
· Strong classroom management and behaviour management skills. 
· Confidence in leading groups of students. 
· Ability to work independently and adapt to changing priorities. 
Desirable
· Experience working with children or young people. 
· Experience in a school or educational setting. 
· Relevant qualifications in education, youth work, or child development. 
· Knowledge of safeguarding procedures. 
Key Personal Qualities
· Professional and reliable. 
· Calm under pressure. 
· Organised and flexible. 
· Positive and approachable        
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The above responsibilities are subject to the general duties and responsibilities contained in the statement of Conditions of Employment.

This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so construed.  

This job description is not necessarily a comprehensive definition of the post.  It will be reviewed at least once a year and it may be subject to modification or amendment at any time after consultation with the holder of the post.

The duties may be varied to meet the changing demands of the school at the reasonable discretion of the CEO.

This job description does not form part of the contract of employment.  It describes the way the post holder is expected and required to perform and complete the particular duties as set out in the foregoing.

Andrew McClusky
CEO
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