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	Post Title:
	6th FORM STUDY CENTRE SUPERVISOR

	Salary / Grade:
	GRADE 2 (Pts 3-4) 

	Responsible for:
	MANAGEMENT OF THE 6th FORM STUDY AREA 

	Responsible to:
	HEAD OF 6th FORM

	Weeks:
	[bookmark: _GoBack]35 HOURS PER WEEK / 38 WEEKS PER YEAR  

	 Job Purpose
 To supervise the 6th Form Learning Centre, monitoring student attendance at prescribed sessions and ensuring a
 purposeful working environment is maintained, where the students work in silence.




	 Responsibilities
	· To provide supervision and monitoring of the 6th Form Study Centre, registering pupils to each study period, and making the relevant Head of Year aware if a student has failed to attend their study period
· Ensuring that absent students make up on their missed study time
· To ensure that resources (computers, tables, chairs, paper, books) are used correctly and available to support students study. If any IT equipment is damaged making the ICT Support Department aware of any technical issues which need to be addressed
· To deal with 6th Form student’s general enquiries and concerns, liaising with teaching staff as appropriate 
· To liaise with the Head of 6th Form and Deputy Heads of 6th Form regarding any 6th Form pastoral or welfare issues that may arise
· To administer the late comers and contact parents regarding punctuality. 
· To assist with 6th Form admission enquiries and procedures
· To help with the administration of the UCAS application process 
· To help with updating the 6th Form honors board
· To provide admin support to members of the 6th Form Team where required
· To perform general administration tasks within student services; e.g. word processing, data input, student related processes
· Contacting parents of students who are late to school to inform them they are required in the 6th Form Punctuality detention which runs each morning from 08:00 – 08:10

Generic


· To participate in the performance and development review process, taking personal responsibility for identification 
of learning, development and training opportunities in discussion with line manager.
· To comply with individual responsibilities, in accordance with the role, for health & safety in the workplace
· Ensure that all duties and services provided are in accordance with the School’s Equal Opportunities Policy
· The Governing Body is committed to safeguarding and promoting the welfare of children and young people and 
expects all staff and volunteers to share in this commitment
· The duties above are neither exclusive nor exhaustive and the post holder may be required by the Principal to carry 
out appropriate duties within the context of the job, skills and grade
	


  Person Specification
  
  Essential
· GCSE (or equivalent) at grades A* to C in English and Mathematics and education to A-level as a minimum, higher education is preferred 
· To maintain confidentiality and Data Protection adherence at all times
· Excellent working knowledge of equipment and ICT packages relevant to specialist area
· Ability to negotiate effectively with adults and children

   Desirable
· Previous experience and/or working in a school, but not essential as training will be given
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