[image: the street shield_5][image: ]


			JOB DESCRIPTION
Role: Sixth Form Learning Mentor and Pastoral Support 
Grade: Local Government Services (NJC) Scale points 12-22
[bookmark: _heading=h.gjdgxs]Terms/Hours: Term time only 37 hours per week, plus 4 days
Reporting to: Assistant Headteacher (KS5)
 ____________________________________________________________________________________________________ 
Main purpose and object of the role:
The role will require you to support students as they make the transition into, through and beyond 16-19 education, while also holding responsibility for the effective administration of the Sixth Form Office. You will work with other staff, within and beyond the Sixth Form team, to support students in rising to the challenge of Level 3 study, removing barriers to learning, and guiding them as they refine their aspirations for life post 18.
Key Responsibilities: 
Sixth Form Mentoring 
To provide academic mentoring for students, working one-to-one and with small groups
To support students in developing learning habits, organising time, meeting deadlines, and in developing revision techniques
To support students who are experiencing difficulties that impact upon their learning, including their mental health, home life, workload or other concerns
To promote and support the school’s commitment to Independent learning within, and beyond, the classroom
To monitor student attendance in collaboration with the Sixth Form Administrator
To raise awareness of personal development and learning opportunities
To communicate with parents and school staff to support learning, achievement and wellbeing of students
To positively represent the Academy Sixth Form at Open Evenings, Post 16 Parent Evenings, and Settling in Evenings

To manage Sixth Form student attendance and engagement. Investigate all absences and contact parent / guardian as required in line with safeguarding practices. 
Analyse student attendance and report concerns to Assistant Headteacher (KS5).

Any other duties which may be deemed appropriate by the Headteacher for the smooth running of the school

Sixth Form Admin
Manager the day to day running of the Sixth Form Office

Manage the KS5 application and enrolment process. This will include, but not limited to, updating the online application forms, managing application queries and ensuring all students have access to the information and application forms to apply.
Manage communications with students / parents regarding applications to Sixth Form.
Assist with the marketing strategies of promoting Sixth Form both with internal and external students. Ensure communication is clear and provides guidance where needed. Use social media to promote Sixth Form, and update the prospectus and individual subject pages as needed.
 Organise the Next Steps Interviews for Year 11 students. Send invitations and arrange times with SLT. Collate data for SLT to conduct interviews.
Manage Sixth Form interviews for external applicants. Obtain references from home school.
Send Sixth Form conditional offer letters when option blocks are available.
Organise Induction Day for prospective KS5 students with least impact on cover for staff.
Manage the Sixth Form enrolment process. Ensure the approval panel have all applications and supporting information to make decisions. Chase missing information as required. Inform all applications of decision and joining information.
Maintain all Sixth Form student records: prospective, current and leavers in an efficient way.
Organise and administer the Sixth Form Open Evening, Parents Information Evening, Students Awards and Sixth Form Certificate Evening.
Assist with the organisation of Sixth Form trips and visits. Ensure consent forms and payments are received.
Update the information displayed on the Sixth Form pages of The Streetly Academy website using the ReactCMS system.
 Take minutes at the weekly tutor meeting and distribute these.
 Update student retention records as required.
Assist with the administration of the KS5 Bursary. Ensure students have access to application forms and criteria. Provide finance with details of subject costs for each student with an active application. Provide details of attendance to ensure payment is appropriate.
Provide quarterly attendance report for School Governors Report, and any additional information as required.

Knowledge Skills and Experience:
The ability to motivate, inspire and coach others to achieve
The ability to work under your own initiative and as part of a team
Experience of or a willingness to work with young people
Excellent relationship building skills
The ability to communicate sensitively and effectively both verbally and in writing with a wide range of people
Good listening skills coupled with a sense of humour.
Excellent time and task management, and the ability to prioritise multiple demands upon your time

Qualifications:
[bookmark: _GoBack]5+ A*-C (9-5) passes at GCSE, including English and Maths


This is a description of the job as it is at present constituted.  It is the practice of this school periodically to examine employees' job descriptions and to update them to ensure that they relate to the job as then being performed, or to incorporate whatever changes are being proposed.
This procedure is jointly conducted by each manager in consultation with those working directly to him or her.  You will, therefore, be expected to participate fully in such discussions.  It is the school's aim to reach agreement to reasonable changes, but if agreement is not possible management reserves the right to insist on changes in your job description after consultation with you.
All posts at the school are subject to a 6 month probationary period.  Confirmation of the position is subject to satisfactory completion of this period.

Signed ……………………………………………………………………


Date………………………………
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