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      JOB DESCRIPTION
Job Title: Student Support Officer
Accountable to: Assistant Head Teacher
Hours:	37 hours per week, 8.00am -4.00pm Monday – Thursday, 8.00am – 3.30 Friday (with a 30-minute unpaid lunch break)
Term Time only plus INSET days
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[bookmark: _heading=h.gjdgxs]About The Angmering School:
The Angmering School is a secondary school with 1,350 students of which 170 are in sixth form.  We are effective in delivering outcomes that provide well for all students’ needs.  Students are well prepared for the next stage of their education, training or employment.  

Job Purpose: 	
The Student Services Officer will be jointly responsible for the overall well-being of students in Key Stage 3 or 4 (Years 7 - 11) and attending to the immediate medical needs of students across all key stages. The focus will be on supporting individuals to ensure they achieve their potential in school and so that they are safe and well in school.  The Student Support Officer aspect of the role will include working with individuals on improving behaviour, engagement, academic progress and attendance. This will involve working closely with the Year Team Leader (YTL) and Year Team Administrator (YTA), as well as other key pastoral, SEMH and teaching staff, to help monitor the progress, behaviour and attendance of the students in Years 7-11.  Students who are underachieving, through lack of effort, will be monitored and individual plans will be put in place to ensure they improve and make better progress.

The Student Support Officer role requires the promotion of effective relationships between home and school so that all parties can support students to engage in learning and succeed in school. 

The Student Support Team consists of Year Team Leaders, Year Team Administrators, the Support 2 Learn team, the ASC team and Tutors within each year group. The role will also entail being involved collectively in the efficient running of the Student Services Area.

Main Duties to include: 

	Working with the schools senior leadership team, Year Team Leaders, tutors, Year Team Administrator and other key pastoral and teaching staff for the year groups you have responsibility for, you will be:-
· Establish positive working relationships with all students, staff, parents and carers.
· Provide a first point of contact for all students across key stage 4 to troubleshoot, manage and triage their queries and problems.
· Working alongside key staff to support individual students and groups of students who are experiencing behavioural difficulties in lessons and around the school site, setting up behaviour plans and PSPPs where necessary and completing key administrative duties associated with this, including referrals to outside agencies.
· Working alongside key staff to support individual students who fall below 96% attendance, meeting with parents, setting up attendance plans and completing key administrative duties associated with this, including referrals to outside agencies and provisions.
· Working with the Year Team Leaders and tutors to ensure students are working well in lessons.  This would entail monitoring reports for those students not achieving satisfactory effort and academic progress grades.
· Support relevant staff, as appropriate, with students causing concern in order to achieve an environment the child can learn well in.
· Contribute to and actively support all school policies, roles and expectations in order to raise achievement, engagement and wellbeing.
· Work with relevant staff to organise and complete administration of referrals/appointments etc., including the accurate and timely recording of meetings, interventions and plans for individual students.
· Liaise as appropriate with external agencies, keeping accurate and timely records.
· Keep staff informed of relevant information relating to students, including the updating of key plans and provisions as necessary.
· Raise the profile of excellent and improving attendance.
· Plan and carry our Restorative conversations and meetings with students (training will be provided).
· Plan and carry out tier 1 interventions (such as small group sessions) to build students' confidence.
· Communicate and meet with parents/carers as appropriate to develop positive relationships.
· Investigate/assist with investigation of incidents e.g. bullying etc., in partnership with appropriate staff.
· Plan, deliver, record and review interventions with students and groups of students as necessary.
· Ensure the safe and effective administration of medicines.
· Produce, review and share care plans for students with medical needs.
· Liaise with other professionals to share information and co-plan for students with medical needs.
· Uphold key safeguarding and child protection responsibilities to ensure that all relevant staff are informed as appropriate about students causing concern and ensure that accurate and timely records are kept.

	

GENERAL
· Provide additional support to administration colleagues as directed – duties will be varied – photocopying, filing, shredding, collating student packs etc…
· Other general duties when required to do so by line managers or a member of the Headship Team.
· To be alert to the health and safety of the working environment and to advise the line manager of any health and safety concerns.




This job description is intended to convey information essential to understanding the scope of the job and the general nature and level of work performed by job holders within this role. It is not intended to be an exhaustive list of skills, efforts, or duties, associated with the position.  There may be a requirement to undertake other duties reasonably required by the line manager/Deputy Head Teacher or Head Teacher provided the task is commensurate with the post holder’s core skill competencies, knowledge and experience in the role.

This job profile recognises the demands of the current Pay and Conditions Regulations and reflects the policies established by the governors at The Angmering School.


	Key areas:
	Key attributes:
	Essential or Desirable

	Skills required
	· have good interpersonal, organisation and keyboard skills.
· have a good working knowledge of Microsoft Word and Excel.
· be able to prioritise their work, use their initiative and be prepared to be flexible.
· use their discretion and respect the confidentiality of some of their work.
· be resilient, and be able to work well under pressure.
· possess a good sense of humour.
· be able to use a range of strategies to engage with students and their parents.
· actively support and implement all school rules, policies and expectations.
· demonstrate commitment to equal opportunities. 
· be a role model for staff and students.
· have (equivalent) level 2 or above qualifications
· be happy, confident and effective when working with young people and their families.
· a good communicator.
· First Aid at work qualification
· Managing Medicines in School qualification
· Emergency First Aid at Work qualification
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Safer Recruitment
In complying with current employment legislation, schools are now required, as part of their shortlisting process, to carry out an online search as part of their due diligence. 
If you are successfully shortlisted for any roles, an appropriate online search will be undertaken on your name.  Information highlighted will be treated as confidential and will only be used in relation to the post for which you have applied.
All successful applicants will be required to undergo full safeguarding and vetting checks, including references and an enhanced Disclosure and Barring Service check, along with a relevant probationary period.
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