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	Mission Statement

‘To provide education and skills that enhance the region’s economic and social prosperity’


	Job Description
	Job Title No



	Post Holder
	

	Job Title
	Adult Attendance and Pastoral Officer
 

	Responsible to
	Associate Director of Curriculum 
(Business and Education)



Key Strategic Objectives 

· To contribute to the overall improvement of student attendance and punctuality through partnership and effective communication with students, employers and colleagues.
· To provide group and one to one pastoral support for adult students.

· To be actively involved in the attainment of objectives contained within the College’s Development Plan.
· To commit to the College’s Safeguarding Policy and promote a safe environment for children, young people and vulnerable adults within the College.
· To hold and actively demonstrate the College’s Core Values in all that you do.

· Aim High…

· Work Hard…

· Take Responsibility…

· Do What’s Right… 

· Respect Others…

· Challenge Yourself….

· Take Pride……


Specifically, the post holder's responsibilities will be as follows:

· To work as part of a team to provide pro-active and assertive support to students, to overcome barriers and to maximise their attendance and punctuality to ensure achievement and progression.
· To devise and undertake a range of strategies to improve student attendance and punctuality.
· To be the main point of contact in relation to student punctuality and attendance issues for Adult students.

· To work closely with Heads / Associate Directors of Quality and Personal Tutors to implement effective strategies. Ensuring there is the necessary interchange of information and consistency of systems and procedures to ensure that each student feels supported.
· To contact students by telephone on the first day of absence.

· To identify and monitor a flexible caseload of students and take appropriate action to improve attendance and punctuality.

· To liaise and refer students to the Safeguarding and Welfare Officer / Careers Team for specialist support and guidance as appropriate.

· To develop excellent working partnerships with students to promote the importance of good attendance and punctuality and achieving their qualification.

· To arrange review and performance improvement meetings with students and other College staff as appropriate, within the remit of improving attendance, punctuality and student achievement.
· To work with staff to identify at risk students and implement pastoral support strategies to help them to achieve.

· To facilitate and provide the pastoral support for identified students or student cohorts.

· To hold 1:1 meetings with all identified students to determine causes of concern and agree improvement action plans within one week of the concern being raised.
· To ensure that timely and relevant interventions are implemented and recorded to address student underperformance.

· To implement student action and improvement plans.

· To keep detailed and systematic records of all interventions.

· To provided detailed reports on the impact of interventions.

· To attend internal and external meetings as required.

· To show an active commitment to the College's Equality and Diversity Policy, Quality Frameworks and Health & Safety Procedures.

· To actively participate in Continuous Professional Development including the introduction of new technologies to allow you to contribute effectively to the success of the College.

· To carry out such other appropriate duties commensurate with your skills, knowledge and experience.

· The College may, in consultation with you, need to vary these duties from time to time in order to respond to the changing requirements of the College
Signed  __________________________________        Date  ______________________

	PERSON SPECIFICATION


	

	CATEGORY
	REF
	CRITERIA DESCRIPTION
	METHOD OF ASSESSMENT

	1. Skills and Abilities

	Essential
	1.1
	Excellent organisational skills and the ability to prioritise and work effectively under pressure and using own initiative
	Application/Interview

	
	1.2
	Excellent communication skills and the ability to interact positively with students and to work successfully with colleagues at all levels of the organisation
	

	
	1.3
	The enthusiasm and ability to motivate and support students
	

	
	1.4
	Excellent interpersonal skills
	

	
	1.5
	Effective communication and negotiating skills
	

	
	1.6
	The authority to liaise effectively with College staff and external agencies
	

	
	1.7
	Good time management and organisational skills
	

	
	1.8
	Good IT skills
	

	2. Qualifications and Training

	Essential


	2.1
	Qualified to minimum Level 3 (A Level or equivalent)
	Application/ Verification of original certificates



	
	2.2
	Grade C or above in Maths and English (or equivalent)
	

	Desirable
	2.3
	Degree
	

	3. Attitude/Disposition

	Essential


	3.1
	The initiative to work well on own and in a team
	Application/Interview/

References



	
	3.2
	A determination to succeed
	

	
	3.3
	Commitment to excellence
	

	
	3.4
	A commitment to continued professional development
	

	5. Knowledge

	Essential


	5.1
	Knowledge and understanding of the post 16 education system and its challenges, especially Adult provision
	Application/Interview



	
	5.2
	Thorough understanding of the barriers to learning faced by students.
	

	
	5.3
	Knowledge of strategies to engage and motivate students and effective ways of managing student attendance.
	

	6. Experience

	Essential
	6.1
	Experience as mentor and/or personal tutor
	Application/Interview

	Desirable
	6.2
	Teaching experience
	Application/Interview


	CONTRACT ARRANGEMENTS


Staff will be engaged under a Contract of Employment determined by Northern Skills Group Business Support Contract Guidelines. The following salient features will apply:
	1.
	Contract type
	Business Support, Permanent, Term Time Only (40 weeks)


	

	2.
	Working week
	37 hours per week 


	

	3.
	Holiday
	Not applicable – Term Time only 


	

	4.
	Period of Notice
	Three months


	

	5.

6.

7.
	Salary 

Life Assurance

Healthcare


	From £15,796.06 - £19,681.34 per annum
Non-contributory Life Assurance Scheme.  
Non-contributory Healthcare Scheme.


	8.
	Pension
	Northern Skills Group operates a pension scheme through NEST.  Contribution rates match the government requirements for auto enrolment, the employees contribution rate is currently of 5% of pensionable salary.  


	9.


	Sickness


	The Sickness Policy will apply and further information is available from the Human Resources Department on request.

	
	
	

	10.
11.
	Probationary Period
Disclosure & Barring Service Check


	6 months.
From the 1 August 2018, new employees (with the exception of Apprentices, Business Support Scales 1, 2 & 3 or equivalent in Northern Skills Group) will be required to pay for the Disclosure & Barring Service Check, and this will be deducted from their payroll over the first three months of employment.  The current cost of a Disclosure & Barring Service Check is £58.40. 




Please note that all appointments are subject to a satisfactory Enhanced Disclosure and Barring Service check and receipt of two satisfactory references.
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