








 

Student Manager 

Job Description & Person Specification 

Job Overview  
We are looking to appoint an enthusiastic and inspirational, Student Manager to promote the 
emotional well-being and safety of our students in order to optimise their education and 
overcome barriers to learning. To support all students, parents and colleagues to achieve this 
aim.  

 
• To cultivate a positive ethos for the Year Group, including the celebration of success, 

use of rewards and positive, role model behaviours. 
• To build and maintain positive relationships that develop and enhance the students’ 

academic, personal and social education. 
• To act as the first point of contact for students, parents and colleagues and to facilitate 

positive working relationships between the home and school with accurate and 
effective feedback. 

• To oversee and maintain exceptional professional standards in each Year Group, 
including the care and guidance of all tutors within each Year Group. 

• To be responsible for upholding the Academy’s Policies, in particular the Academy’s 
Code of Conduct, Attendance Policy and Behaviour for All Policy. 

• To lead on effective behaviour management strategies and action plans for students, to 
ensure the safety and emotional wellbeing of all students in each Year Group.  

• To assist in maintaining rigorous standards of behaviour, adhering to the Behaviour for 
Learning Policy and as directed by the Leadership Team. 

• To carry out IER and inclusion duties including reintegration meetings with parents. 
• To encourage inclusion by managing and overseeing students with planned 

interventions and support programmes in school, this may include Alternative Curricula 
or reduced timetables. 

• To inform, consult and liaise with the Head of Year, Deputy Headteacher and wider 
Leadership Team, and Tutors regarding students concerns and plan for action. 

• To work with the Designated Safeguarding Lead on all aspects of Safeguarding, liaising 
with External Agencies, attending and supporting in Child Protection Conferences, 
Child Protection Review Meetings, Annual Review Meetings and Looked After Children 
Meetings, lead Core Group Meetings and act as a Lead Professional throughout the CAF 
process. 

• To work with the Personalised Learning Team and SENCO on all aspects of SEND, EHCP 
writing, and LAC directed aspects, including participating in multi-agency meetings. 

• To monitor and act upon attendance issues, including working with the EWS and 
carrying out SAMs with parents for action. 



 

• To organize and monitor appropriate pastoral support and guidance, including writing 
individual education/behaviour plans, Early Help documentation, CAFs, DARTs, CSE 
Toolkits, PEPs, IBP and PSPs for identified and targeted students. 

• To frequently update and respond to CPOMs. 
• To assess, record and report on the development, progress and attainment of students 

with intervention strategies for identified students.  
• To investigate incidences and ensure all records are accurate and adhere to GDPR 

practices. 
• To support the Academy’s QA practices, including contributing to the SIP and carrying 

out Learning Walks. 
• To be responsible for creating and analysing data reports when required, including 

Behaviour, Attendance and Academic Progress reports. 
• To liaise with staff and parents on the induction of new students to the school who 

arrive mid-year. 
• To lead, organize, administer and promote student involvement in whole school 

initiatives, house competitions and school calendar year activities. 
• To attend whole staff events and year specific events as and when they occur. These 

include parent consultation evenings, parent information evenings and any other such 
events on the school calendar. 

• To supervise students at recreational times as required. 
• To plan and organise Family Learning Events to build positive relationships between 

home and school. Targeting vulnerable and Pupil Premium students. 
• Contribute to the training and support of new staff for the duration of their training 

period. 

 

Qualifications: 

• GCSE or equivalent in core subjects 
• Recommended qualifications / training 
• Basic Counselling Skills for Non-Counsellors (RELATE) 
• Emotional Coaching 
• Youth Mental Health First Aid 
• Self-Harm 
• E-Safety 
• Adolescent Anxiety 
• Radicalisation Awareness 
• Allergy Wise Training 
• Using CBT techniques in Adolescent anxiety 
• Safeguarding and Child Protection training 

 



 

Knowledge and Skills 

Essential: 

• RWBA and GDPR training 
• Ability to remain calm under pressure 
• Excellent personal skills 
• Ability to motivate and persuade 
• Ability to plan and manage own workload 
• Excellent organisational skills 
• Good IT skills, Must be able to use MS Excel, MS Word  
• Advance knowledge and skills in the specialist area of dealing with students with SEN, 

EBD and social emotional and mental health behaviour. 
• Experience of leading and advising on best practice in relation to positive behaviour 

support. 
• Experience in Pastoral Management in a care setting (Looked after Child). 
• Good knowledge of training practices and applications. 
• Good knowledge of Safeguarding and other relevant procedures. 
• Good knowledge of the relevant Regulatory Body Regulations. 
• Knowledge and experience of working with outside agencies. 
• To be able to demonstrate the ability to plan, implement and evaluate appropriate 

interventions to support raising achievement and progress. 
• The ability to work well under pressure. 
• The ability to work independently and as part of a team. 
• Highly developed interpersonal skills and the ability to relate well to students and 

adults. 
• Effective communication skills, verbal and written. 
• Good IT skills. 
• Good organisational and time management skills. 
• Demonstrate a high level of initiative/to act or take charge of others. 
• To demonstrate empathy/sympathy skills and be able to demonstrate diplomacy. 
• To have sound listening/paraphrasing skills. 
• To demonstrate intuition and reasoning skills. 
• To uphold professional confidences and demonstrate sound discretionary skills where 

necessary 

 

Management of people 

• The Student Manager needs to manage the Year Group (approx. 300 students), support 
and promote the emotional welfare, safety and well-being of each student. This can be 
on an individual, small group or collective basis. 



 

• The Student Manager must support and advise colleagues in relation to student 
concerns.  This can be both proactive and reactive dependent on the situation. 

 

Supervision of people  

The Student Manager supervises students in the Internal Exclusion Room and checks work 
accordingly. The Student Manager supervises students during recreational times. The 
Student Manager supervises students during After School Detentions. The Student 
Manager supervises students on Trips and Activities. 

 

Creativity and innovation  

The Student Manager Is often required to work autonomously, providing expertise in Crisis 
Management. This requires making immediate judgement calls and decisions to de-
escalate crisis and minimise risk. An effective Student Manager demonstrates initiative in 
dealing with behaviour/welfare matters as they arise, drawing upon previous experience 
and expertise.  

The Student Manager is required to organize events that facilitate links between home and 
school, including Family Learning Events. 

The Student Manager needs to be confident in working both independently and 
autonomously. Identifying and signposting to external sources of support. 

 

Contacts and relationships  

The Student Manager needs to maintain a pivotal, professional role throughout the 
Academy and beyond on all aspects of the student in their care. 

The Student Manager needs to maintain effective communication links with parents 
formally and as required informally, ensuring that all enquiries are addressed within 24 
hours and frequently beyond school hours. 

 

Decisions 

a) Discretion –  
The Student Manager is required to make decisions in the absence of the Deputy 
Headteacher and Head of Year. 
The Student Manager must act in accordance with all school policies and procedures and 
relevant legislation, particularly in matters relating to Safeguarding, Child Protection and 
behaviour management. 



 

b) Consequences –  
The Student Manager is required to be the first point of contact and will often be expected 
to make decisions or form actions in the absence of the Deputy Headteacher and Head of 
Year.  If decisions are not professional, accurate or logical, the consequences can be 
detrimental for a students’ academic progress, personal wellbeing, physical and mental 
health.  Working relationships between school and home can be irretrievably damaged, for 
other Professionals who require an accurate and objective view, inaccuracy or 
unprofessional conduct can cause legal consequences and actions at Multi Agency level.   

 










