THE SIXTH FORM COLLEGE _ BROOKE HOUSE 

JOB DESCRIPTION 

Post Title:

Student Achievement Officer 
Scale:

Responsible to:  
Senior Tutor Student Achievement 
The central objective of this post is to contribute to the College’s first strategic aim: to raise achievement and standards. 

Specific Duties 

· To plan and deliver one-to-one, small group and in-class support to students in the form of (i) subject-specific guidance and (ii) the development of appropriate study skills.

· To work with a caseload of up to 50 students with the intention of taking all measures necessary to ensure they meet and then exceed their College Minimum Grades.

· To track and monitor the performance of individual students who are part of the caseload and to liaise with partners and agencies, such as parents and well-being, to boost the achievement of students and improve attendance and punctuality.

· To set targets for individual students and to monitor their progress.

· To lead by example in relation to academic standards, attendance and punctuality. 

· To attend relevant meetings in all areas and at all levels of the organisation. 

· To report to the Senior Tutor: Student Achievement.

· To set and own meet challenging targets for raising achievement.

· To undertake any other duties commensurate with the post.

Subject –specific duties 

These will vary according to the level, course and subject.  These will be devised in consultation with the Head of Department.

Variation to this Job Description

This is a description of the job as it is at present, and is current at the date of issue.  The job description will be renewed and updated as necessary to ensure that appropriate revisions are incorporated, and that it relates to the job to be performed.  This process is conducted jointly with your Manager.  You are expected to participate fully in the review and, following discussion to update your job description as is considered necessary or desirable.  It is our aim to reach agreement on reasonable changes.  However, if such agreement is not forthcoming, Management reserves the right to insist on changes after consultation with you. 

The successful candidate will be required to apply for a Standard Disclosure in accordance with Part V of the Police Act 1997.  Further information about the Disclosure scheme can be found at www.disclosure.gov.uk
THE SIXTH FORM COLLEGE – BROOKE HOUSE

POST TITLE:

Student Achievement Officer
PERSON SPECIFICATION

Please use this Person Specification when completing the ‘Person Specification Requirements’ section of the Application Form.

	
	Desirable
	Essential

	· A degree in a relevant subject
	*
	

	· Good literacy and numeracy skills / qualified to at least Level 2/ GCSE


	
	*

	· Ability to give both subject-specific and study skills advice
	
	*

	· Commitment to pushing students at all levels to aspire, study and achieve 


	
	*

	· An ability to work with individual students or groups of students, to intervene effectively and to liaise with partners such as parents and agencies such as Student Services in order to boost achievement 


	
	*

	· Good organisational skills and attention to detail
	
	*

	· A willingness to promote high standards both in academic support and by example (for example, attendance and punctuality)


	
	*

	· Experience of teaching and/or possession of a teaching qualification 


	*
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