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ACADEMIC COACH JOB DESCRIPTION

	Job title
	Academic Coach

	Grade
	Grade E Pts 15-18

	Responsible to
	Progress Manager

	Responsible for
	To take a lead responsibility for the support, progression, well-being and development of the students allocated in their Personal Development groups




	
Summit Learning Trust Mission Statement
Success through Endeavour
Ambition through Challenge
Strength through Diversity





Role Purpose

· To take a lead responsibility for the support, progression, well-being and development of the students allocated in their Personal Development groups.
· To have responsibility for the delivery of weekly group Personal Development sessions to Year 12 & 13 groups according to the scheme of work, updating resources as appropriate for each Personal Development group.
· To act as UCAS referee for a caseload of students, taking responsibility for the checking and timely completion and sending of UCAS applications.Omit `wekly’


· The Academic Coach is responsible for a caseload of students and is expected to:
· Promote a positive and supportive environment within the Personal Development group
· Review student progress regularly in 1:1 discussions using the College’s recording systems appropriately
· Be aware and ready to act swiftly where safeguarding or student safety is at risk
· Monitor lateness and absences and take students through the College’s behaviour policy as necessary
· Support and guide students and, where appropriate, refer them to other agencies either within or outside the College
· Monitor and review development of students’ employability, work experience and enrichment 
· Guide students through the UCAS, student finance and apprenticeship/job application process, supporting them as necessary
· Write and submit UCAS and other references to deadline as required, achieving the College’s internal UCAS writing standards within the first year
· Act as a central channel of communication between students, parents/carers and all other stakeholders
· Initiate and maintain student records
Data Protection and Safeguarding 
 
· Work within the requirements of GDPR at all times 
· Understand your responsibilities in relation to safeguarding and child protection and how to highlight an issue / concerns 
· Remain vigilant to ensure all learners are protected from potential harm 
 
General 

· Whilst every effort has been made to explain the main duties and responsibilities of the post it may not identify every individual task that is required. The post-holder may be asked to carry out any other duties as commensurate within the grade in order to ensure the smooth running of the academy
· Take part in professional development and the performance management process.
· The post-holder will be expected to undertake any appropriate training provided by our Trust to assist them in carrying out any of the above duties.
· The post-holder will be expected to contribute to the protection of children and young people, as appropriate, in accordance with any agreed policies and/or guidelines, reporting any issues or concerns to their immediate line manager. 
· The post-holder will be required to promote, monitor and maintain health, safety and security in the workplace.  To include ensuring that the requirements of the Health & Safety at Work Act, COSHH, and all other mandatory regulations are adhered to.  
· An Enhanced Disclosure with the Disclosure and Barring Service (DBS) will be undertaken before an appointment can be confirmed.  The successful candidate will be required to disclose all convictions and cautions, including those that are spent; the exception being certain, minor cautions and convictions which are ‘protected’ for the purposes of the ‘Exceptions’ order.  https://www.gov.uk/government/collections/dbs-filtering-guidance ‘ 
· The job description will be reviewed regularly and may be subject to modification or amendment at any time after consultation with the post-holder.
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Person Specification – (Academic Coach)


	
	Essential
	Desirable

	Qualifications
	A good standard of education including at least GCSE English and Maths grade C/4 or equivalent

	· A Levels or level 3 equivalent qualification
· Educated to degree level
· First Aid at Work qualification 
· Mental Health First Aid qualification

	
Relevant Experience
	Evidence of professional skills and experience in at least one of the following: 
· Teaching
· Higher Level Teaching Assistant
· Learning Support
· Careers


	· Experience of delivering sessions to large groups in an education setting.
· Experience of working in post-16 education
· Experience of working in a pastoral role 
· Experience of supporting students through the UCAS/ apprenticeship/ employment application process

	Knowledge and Understanding
	· Have knowledge and understanding of Level 3 qualifications and progression routes

	

	Skills and aptitudes
	· Ability to motivate, stretch and challenge young people
· Ability to spot potential issues and be proactive in problem solving
· Ability to be an active team member
· Effective written communication skills
· Ability to balance the need to take the initiative with an awareness of the boundaries to individual competence and responsibilities
· Clarity as to the boundaries between advocacy for students and accountability to the College
· Well-developed organisational and administrative skills
· Competent user of Microsoft 365 including Teams
· Ability to communicate with a range of internal and external stakeholders i.e. parents, employers, universities
· Ability to reliably meet deadlines
	· Use of Arbor/Cpoms
· Using data to monitor student progress
· Ability to effectively manage difficult conversations 
· Reference writing skills
· Willingness to contribute to wider college activities 

	

Special Requirements
	· Enhanced DBS clearance
· A willingness to undertake relevant professional development
· Flexible approach to duties
· A commitment to securing the best outcomes for all pupils, and promoting the ethos and values of the academy/Trust
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