Job Description and Person Specification 
	Job Title:
	Student Support Officer (SSO)

	School/Academy:
	Saffron Walden County High School

	Salary:
	

	Responsible to:
	Headteacher, via Assistant Headteacher with responsibility for Student Achievement and Year Achievement Co-ordinator 



	Role:
	To assist the Year Achievement Co-ordinator in managing the processes which enhance pupil achievement within the relevant year and deliver cover lessons across all year groups. 

	Purpose of job:
	To provide effective pastoral support that enhances students wellbeing, removes barriers to learning, and enables them to achieve their full potential within the school environment. 



Job Description
Key Responsibilities

Pastoral Support Systems

· Involvement in tracking and mentoring students and addressing academic concerns as they arise
· Monitoring the year office email inbox and communicating with the YAC/DYAC  
· Liaising with Admin Data office regarding reports
· Assisting Nurse with admin of vaccinations
· Attending year-specific Parents’ Evening and other year-specific evening meetings and assisting with smooth running of this
· Helping to control entry and exit at weekly assembly
· Attending weekly year briefings and regular after-school year meetings
· Updating year-specific noticeboard
· Assisting with administration for Activities Week events
· Organisation of work for students with long-term absence
· Responsibility for year group’s lockers
· Overseeing and managing a specific pastoral system or event  

Liaison with students, staff and parents

· Communicating (phone calls, emails and face to face meetings) with students, staff and parents to help resolve difficulties (academic, personal, pastoral or other)
· Assisting Year Achievement Co-ordinator with more serious issues.

Cover Supervision

· Delivering cover lessons (up to three hours a day across all year groups) when teachers are absent using work set and referring to school’s Teaching and Learning principles to assist with delivery


Isolation Supervision

· Regularly supervise the school’s Isolation Base on a rota basis, ensuring that students complete work set
· Supervisory duties in our school learning recovery base  

Meetings

· Taking part in half-termly SSO meetings
· Attending other meetings upon request

School Ethos

· Assisting in promoting good behaviour and discipline out of class
· Assisting in whole-school activities designed to promote the school and its reputation

School Development

· Assisting in planning developments at school, curriculum team and pastoral team level
· Taking part in training programmes designed to address individual, team or school development needs

Assisting with year-specific elements

· As required

Fulfil wider professional responsibilities:
· Make a positive contribution to the wider life and ethos of the school.
· Develop effective professional relationships with colleagues, knowing how and when to draw on advice and specialist support.
· Deploy support staff effectively.
· Take responsibility for improving teaching through appropriate professional development, responding to advice and feedback from colleagues.
· Communicate effectively with parents with regard to pupils’ achievements and well-being.

Support for School:
· Participation in staff events by arrangement. 
· Attend Staff Meetings. 
· Contribute and participate in Trust events and activities where possible.
· Develop and maintain effective working relationships with other staff and parents/carers. 
· Adhere to the Trust values.  
· Follow school policies, practices and procedures.
· Adhere to and uphold the schools Code of Conduct at all times


Data security:
· Act in accordance with legal provisions regulating confidentiality and security of data and information in accordance with GDPR regulations.

Health and Safety: 
· Be aware of the responsibility for personal Health, Safety and Welfare and that of others who may be affected by your actions or inactions. 
· Co-operate with the Trust on all issues to do with Health, Safety & Welfare. 
· To work/operate all equipment within Health and Safety and other legal regulations, including risk assessments.
· Contribute to the maintenance of a safe and healthy environment. 

Continuing Professional Development:
· In conjunction with the line manager, take responsibility for personal professional development, keeping up to date with research and developments related to school efficiency, which may lead to improvements in the day-to-day running of the Trust.
· Undertake any necessary and identified professional development taking full advantage of any relevant training and development available, particularly when related to the use of ICT, for data management and record keeping. 
· Maintain a professional portfolio of evidence to support the Performance Management process – evaluating and improving own practice. 

Child Protection and Safeguarding
· The post holder will have a shared responsibility for the safeguarding of all children and young people. The post holder also has an implicit duty to promote the welfare of all children and young people. 
· To inform the Designated Safeguarding Lead (DSL) or Deputies of any issues relating to the safety and well-being of students using relevant systems (CPOMS)

The post holder will undertake any other duties commensurate with the grade of the post, in consultation with line manager.

Person Specification

Experience 
· Experience working with young people - Essential
· Experience supporting students with behavioural, emotional or social needs - Essential
· Experience working in a school or educational setting - Desirable
· Experience liaising with parents / carers - Desirable

Knowledge & Skills
· Understanding of safeguarding, child protection and student wellbeing
· Knowledge of behaviour management strategies and inclusive practices
· Excellent communication and interpersonal skills
· Good understanding of health and safety
· Good understanding of confidentiality and data protection requirements
· Ability to build proactive, professional relationships with students and staff
· Strong organisational skills and ability to manage a varied workload
· Ability to remain calm and resilient in challenging situations.
· Competence in using ICT systems and maintaining accurate records

Personal Qualities
· Empathetic, patient and approachable
· Committed to supporting and safeguarding young people
· Professional, reliable and able to maintain confidentiality
· Proactive with a solution-focused approach
· Flexible team player with a positive attitude


This job description and person specification is subject to review and may be changed following consultation with the post holder. It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the Trust in relation to the post holder’s professional responsibilities and duties.

The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment. 
All staff will be subject to an enhanced check with the Disclosure & Barring Service.
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