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CHURCHILL COMMUNITY COLLEGE

Job Outline

Post:



KS4  Progress Tutor
Scale:



Grade 5
Responsible to 

Assistant Headteacher
Main Duties of the Post

· To facilitate and support learning opportunities both in the classroom and in small groups under the teacher’s direction

· To develop a 1:1 mentoring relationship with targeted students. 

· To invigilate tests and examinations

· To accompany staff and students on educational visits 

· To provide general / administration support

Support for Students:

· To support KS4 students engaged in learning activities and monitor and evaluate their responses through observation and recording of achievement and provide feedback/reports as required 

· Work with students to ensure they complete work, develop understanding and  achieve their target grades

· To develop and implement Individual Education Plans and assess the needs of students using available data and specialist skills to support students’ learning

· To contribute to identifying and to undertake appropriate out of College learning activities which consolidate and extend work carried out in class

· To promote inclusion and acceptance of all students in the classroom

· To establish productive working relationships with students, acting as a role model, and setting high expectations

· To encourage students to interact and work co-operatively with others and engage all students in activities

· To promote independence and employ strategies to recognise and reward achievement 

· To use ICT effectively to support learning activities and develop students’ competence and independence in its use

Support for the Teacher:

· To work under the guidance of teaching/senior staff, within an agreed system of supervision, to implement agreed work programmes with individual/groups, in or out of the classroom.   This could include detailed and specialist knowledge in particular areas

· To work with the teacher to establish an appropriate learning environment

· To monitor and evaluate students’ responses to learning activities through 

observation and planned recording of achievement against pre-

determined learning objectives

· To provide objective and accurate feedback and reports, as required, to 

the teacher on student assessment, progress and other matters:  ensuring 

the availability of appropriate evidence

· To be responsible for keeping and updating records, as agreed with the 

teacher, contributing to reviews of systems/records, as requested

· Undertake marking of students’ work and accurately record achievement/progress
· To supervise groups of students in the absence of the teacher in line with College  policies and procedures
· Promote positive values, attitudes and good student behaviour:  dealing 

promptly with conflict and incidents in line with established policy and 

encourage students to take responsibility for their own behaviour

· Liaise sensitively and effectively with parent/carers, as agreed with 

the teacher and participate in feedback sessions/meetings with parents or as directed

· Provide general clerical/admin support e g administer course work, 

produce worksheets for agreed activities, classroom display etc.

Support for the Curriculum:

· Implement agreed learning activities/teaching programmes, adjusting 

activities according to student responses/needs

· Support the use of ICT in learning activities and develop students’ 

competence and independence in its use

· Help students to access learning activities through specialist support 

· Determine the need for, prepare and maintain general and specialist 

equipment, plans and resources to support students

Support for the College:

· To invigilate internal and external examinations under the supervision of senior staff

· To undertake planned supervision of students’ out of hours learning activities and supervise students on visits and trips.

· To be aware of, and comply with, policies and procedures relating to child 

protection, health, safety and security, confidentiality and data protection, 

reporting all concerns to an appropriate person

· To attend meetings and engage in development activities/training as required by the College.

· To contribute to the overall ethos/work/aims of the College

· To establish constructive relationships and communicate with other 

agencies/ professionals in liaison with the teacher, to support 

achievement and progress of students

· To recognise own strengths and areas of expertise and use these 

to advise and support others

· To provide appropriate guidance and supervision and assist in the 

training and development of staff, as appropriate

·  To provide administrative support across the College as required 

· Attend CPD sessions to support personal development
Agreed that the Job Outline is a fair and accurate statement of the requirements of the job

Job Holder
……………………………………………….
Date  ………………….…

Line Manager  ………………………………………………
Date  ……………...……..

NORTH TYNESIDE COUNCIL

EDUCATION AND CULTURAL SERVICES

Person Specification

	Area
	Criteria
	Requirement

	Skills/Knowledge/Aptitude


	· Can use ICT effectively to support learning

· Use of other equipment technology - video, photocopier

· Full working knowledge of relevant policies/codes of practice and awareness of relevant legislation

· Working knowledge of national/foundation curriculum and other relevant learning programmes/strategies

· Understanding the principles of child development and learning processes

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

· Ability to relate well to children and adults

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

· Effective behaviour management skills


	Essential

Essential

Essential

Essential

	Qualifications and Training


	· Very good numeracy/literacy skills

· NVQ Level 3 for Teaching Assistants or equivalent qualification or experience

· Training in the relevant strategies e g  literacy and/or, in particular, curriculum or learning area e g bilingual, sign language, dyslexia, ICT, maths, English, CACHE etc.

· Appropriate first aid training


	Essential

Essential

Essential

	Experience


	· Experience of working with children of relevant age


	Essential
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