[image: image1.jpg]ey



[image: image2.jpg]The JOB





Attendance and Progress Mentors (Temporary to 30 June 2023)
Service Area/Centre: Working across Further Education Centre’s
Hours: 35 hours per week – Term Time only
Salary:  Business Support Scale point 15 
Reference Number: APM1
Responsible to: Head of School
Responsible for: n/a
​​​​​​​​​​​_____________________________________________

The Position

We are looking to appoint someone with the skills, knowledge and experience to develop the role and use it to champion and support a discreet group of the most disadvantaged students by ensuring that all barriers to academic progress are removed. The role requires you to act, where necessary, in the role of a mentor in terms of supporting high engagement with all elements of the Study Programme and a positive attitude to learning. This role is ideal for anyone who has the desire to make a meaningful impact on the lives of our most disadvantaged young people by ensuring that each has a comprehensive and individualised package of support. The role complements the work undertaken by other cross-college support teams, and will require a high level of communication particularly with the Tutor team and the Learning Support and Student Engagement Team.
Main Duties and Responsibilities
The appointed person will be expected to:

1. To gain a deep understanding of the students and their individual circumstances to ensure any barriers to learning and personal development are understood prior to developing an individual plan or signposting to established student services as appropriate.
2. To monitor and support attendance and to interact and gain support from parents/carers where appropriate to promote attendance and engagement

3. To support students whose attendance has resulted in missed learning and to monitor the student catching up work through access to Academic Skills Coaches, Student Pastoral Officers and their curriculum teams.

4. To use ProMonitor and provide targeted support and intervention to raise each student’s achievement and aspirations.

5. To work with all staff connected with each student including teachers, personal tutors and the Student Support and Engagement team to implement a coordinated and personalised strategy to drive achievement and communicate with parents/guardians where appropriate.
6.  In liaison with the Careers Team and Work Placement Team, support and encourage students to engage with work experience placements, and careers events and university open days.
7. To support and promote student engagement activities including clubs and societies, volunteering, sports and the acquisition of life skills.

8. To work with the student and Careers Advisers to encourage their career aspirations, including supporting them in writing their personal statement for university.
9. To provide ‘drop-in’ support for these students to encourage them to achieve academically and personally.

10. To support and promote healthy lifestyles and academic achievement in terms of the value of learning and the powerful contribution it makes to social mobility.
11. Undertake continuous professional development as necessary to keep up to date with initiatives and practice and complete mandatory training. 
12. To positively contribute to a safe learning and work environment ensuring compliance with Health and Safety and Safeguarding Policy and procedure.

13. All staff have a contribution to make to the way of which we engage with prospective and existing students, which is implicit in our vision, missions and goals and which places students at the centre of what we do.  Therefore all staff are expected to contribute to support colleagues who may have more day to day contact with learners. These include supporting key processes which enhance students’ experience e.g. attendance at promotion activities and open events, supporting student admissions, enrolment, induction, provision of reception cover, invigilation and graduation events. These activities are not exhaustive and may vary from time to time. 
14. Any other duties commensurate with the post

You should note that this job description is intended as a general guide to the duties attached to the post and is not an inflexible specification.  It may therefore be altered from time to time to reflect the changing needs of the College, always in consultation with the post holder.

Date: June 2022
