The Leathersellers’ Federation of Schools: 
Prendergast School

Key Stage 5 Academic Mentor
Salary/Grade


Scale 5
Hours

Term-time (39 weeks per year), 35 hours per week

Job purpose

To supervise the Sixth Form study area. To guide and support Sixth Form students in their independent learning, and to provide them with pastoral support.
Reporting to
Deputy Headteacher.
Responsibilities
Support and Standards

· To supervise the Sixth Form study space and support other supervisors in ensuring it is a focused, silent place for learning.

· To monitor and provide support for Sixth Formers who require additional support for their learning as directed including 1-1 mentoring sessions for students
· To provide advice and guidance for students as they make choices regarding their next steps and lives beyond school.

· To support and liaise with parents, carers and students where attendance falls below key thresholds.

· To support and liaise with parents, carers and students where there are pastoral and wellbeing concerns.

· To take a leading role in the UCAS process as directed by the Head of Sixth Form.

· To liaise with all staff, parents and outside agencies as necessary, on behalf of the sixth form.
· To support the administration and planning of Sixth Form events. 
· Use of MIS packages, interrogating and retrieving information as required.

· Data input, including maintenance of student records including census data
· Maintaining displays/careers resources/and equipment for learning in the Sixth Form area.

· Support for the organisation and administration of admissions/enrolment process.

· To support the Deputy Headteacher and Pastoral Managers in putting intervention plans in place for students with levels of achievement or progress below expectations.

· To liaise with employers and support students in making effective choices for work experience.

· Administering the 16-19 Bursary, verifying attendance records of eligible students, record keeping and authorising payments via Finance Department.

· Support with the organisation of Higher Education trips and key university fairs.

· To contribute to reports about pupils as required.
· To attend Year Team meetings 
· To assist in the running of PSHCE and activity days.
· To support sixth form tutors as required with their tutor groups, including covering them in their absence

· Be aware of and comply with policies and procedures relating to child protection and all aspects of safeguarding children

Communication
· Be a point of contact for tutors and contribute to tutorial team meetings as requested
· Be a  point of contact for parents, being responsible for and dealing with issues when appropriate and referring to other staff for action

· Attend meetings of parents and form tutors as required

· Ensure the home-school communication is prompt and thorough.

· Arrange for work to be set and collected for exclusion and other students’ absence

· Seek reports on student progress from staff

· Arrange parental appointments for KS5 
· Dissemination of Key Stage / year group information

· Ensure systems communications on issues such as uniform, equipment are sent and logged
General
· To liaise with all staff, parents and outside agencies as necessary. 
· To support the Deputy Headteacher in the planning and coordination of parents’ evenings and open events. 
· To attend and support assemblies for Key Stage 5
· To be proficient use of MIS packages, interrogating and retrieving information. 
· To ensure that all safeguarding procedures are adhered to.
· To work with students on administrative tasks. 
· Support with the organisation of Higher Education trips and key university fairs 
· To assist the DHT (Sixth Form) and Assistant Head of Sixth Form to coordinate induction, transition or year group events, ensuring resources are available on a timely basis.
· To adhere to the Staff Handbook and Staff Code of Conduct.
· To communicate with pupils in a professional, formal and consistent manner.
· To be articulate, modelling effective use of language in order to build rapport and maintain positive relationships with and between learners.
· To actively participate in all aspects of self-development. 
· To undertake other duties and responsibilities of a similar grade and nature in order to support workload peaks and resources and skills shortages to ensure the school's priorities are met. This will be sensitive to available resources and individual skills and will normally be within the same service area. Such other duties will not compromise the post holder's participation in the Performance Management Scheme.
· To undergo appropriate training in connection with the development of new technology and assist in the implementation of computerised systems, in accordance with developments in Information Technology.
· Induct and admit new students, liaising with Progress Managers and Heads of Faculties as required
· Assist with break/lunch supervision 
· To ensure a presence around the school throughout the day
· Represent the school in a manner consistent with its ethos and values
· Contribute to school development through identified communication and consultation channels

· To respect the confidential nature of information relating to the school and students

· Be involved in decision making and policy development areas in school
· Take an active part in the assembly rota, encouraging a sense of community and celebrating achievement
· To contribute to the student bulletin.

Conditions of employment
The above responsibilities are subject to the general duties and responsibilities contained in the written statement of conditions of employment (the Contract of Employment).

The postholder is required to support and encourage the school’s ethos and its objectives, policies and procedures as agreed by the governing body. 

The postholder may be required to perform any other reasonable tasks after consultation.

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 constructed.

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 at any time after consultation with the postholder.

All staff participate in the school’s appraisal scheme.
Person Specification – Academic Mentor

Qualifications

· 5 A* - C at GCSE including Maths and English

· Relevant degree
Experience

· Varied and successful experience in the secondary sector within a multi-cultural and diverse environment

· Student facing experience (such as having an excellent grasp of managing and guiding students in a pastoral context)
· Challenging poor attitudes and holding students to account for their actions
Knowledge/Skills

· Ability to work supportively, tactfully and objectively with parents/carers

· Strong telephone and person to person skills

· Ability to develop and maintain constructive relationships and communications with school staff and outside agencies
· Knowledge of the UCAS process

· Ability to provide students with constructive feedback and challenge poor behaviour where required
· Ability to maintain accurate and comprehensive records

· Ability to work on own initiative, showing good judgement on when to involve senior management and other agencies

· Good ICT skills, proficient in the use of email, word & excel

· Ability to produce and analyse statistical information

· Organised approach to prioritise work and successfully manage time

· Able to organise and contribute to meetings

· To understand the need for and maintain confidentiality

· Work constructively as part of a team, understanding school roles and responsibilities and your own position within these

· Ability to self-evaluate learning needs and actively seek learning opportunities

Equal Opportunities

· A commitment to implement the federation’s equal opportunities policy

· Awareness of equal opportunities issues

