[image: image1.jpg]North
East

Futures
UTC





JOB DESCRIPTION

POST: Pastoral Support Officer
WORK PATTERN: Full time and permanent

GRADE: North East Futures Qualified Scale (£16,394-£19,446)
REPORTS TO: Director of Pastoral Care
Post Summary

1. To work with teachers, members of support staff and multi-agency teams to develop and implement strategies to improve attendance and behaviour.
2. To liaise with parents/carers over a range of issues regarding student welfare, progress and discipline.

3. To ensure that students are offered appropriate pastoral and academic guidance and mentoring so that they may maximise their potential.

4. To follow UTC procedures for recording and reporting on the behaviour, attendance and welfare of students.
5. To respond effectively and appropriately to pastoral issues as they arise.
6. To identify young people at risk and refer to multi agency teams where needed.
7. To contribute to Looked After Children documentation, Care Team meetings and Personal Educational Planning meetings where appropriate.
8. To liaise with the Designated Safeguarding Lead regarding young people at risk.
9. To work with individual students on matters of discipline and behaviour.

10. To support and maintain effective pastoral records on students.

11. To promote and implement the School’s Equal Opportunities Policy in all aspects of employment and service delivery.

12. To assist in maintaining a healthy, safe and secure environment and to act in accordance with the School’s policies and procedures.

Professional Conduct

All employees are expected to:

· Follow the UTC’s Appraisal Policy

· Make the most efficient and effective use of human, financial and material resources

· Be aware of and responsive to the changing nature of the UTC, adopt a flexible and pro-active approach to work and contribute to a range of cross-college initiatives to facilitate the delivery of key business objectives

· Participate in UTC developments; attend internal and external meetings and training programmes relevant to the performance and execution of the duties of their post as far as appropriate within their job role
· Ensure compliance with all UTC policies, procedures and regulations and assist in the making and implementation of key decisions
· Give notice of any absence in line with the UTC’s Absence Management Policy
· Provide an education service which actively promotes equality of opportunity and freedom from discrimination
· Work within any legislation to which the UTC is bound by law

· Take responsibility to promote and maintain a safe and healthy environment for yourself, other staff and students

· Manage a sustainable work life balance and seek support if issues in this area arise

· Report any incidence of bullying/harassment as part of the safeguarding statement and procedures

Person Specification
	Category
	Essential
	Desirable
	Evidence gained from

	QUALIFICATIONS AND TRAINING


	· English and Mathematics GCSE to Grade C or equivalent 
	· Evidence of further qualifications or professional development
	· Application form

· Interview

· References

	STUDENT SUPPORT

	· Equipping students with essential work skills for meaningful future employment

· Ability to motivate students to reach their true potential

· Motivating students through creative thinking and problem solving

· Knowledge and impact of removing barriers to learning

	· Have worked with 14-19 year old age group in an educational setting

· Experience in using student data to set targets, monitor progress and review 
	· Application form
· Interview

· References

	PROFESSIONAL DEVELOPMENT
	· Commitment to personal professional development
· Willingness to take on new challenges

· Understanding of your statutory safeguarding responsibilities


	· Evidence of career development or undertaking wider career responsibilities

	· Application form
· Interview

· References

	PERSONAL 

QUALITIES


	· Is demonstrably passionate about the UTC and its ethos and goals
· Committed to continuous improvement

· Drive, enthusiasm and ambition

· Creative and innovative approach to problem solving

· Be committed to equal opportunities and promoting diversity

· Commitment to lifelong learning

· Flexibility and adaptability
· Sense of humour


	
	· Application form
· Interview

· References 
· DBS clearance 


Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

It is understood that areas of responsibility are from time to time subject to review and are negotiable in the light of the needs of the UTC and the professional development of the staff.

This job description may be reviewed at the end of the academic year or earlier if necessary.  In addition it may be amended after consultation with you.
North East Futures UTC is part of Tyne Coast Academy Trust
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