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JOB DESCRIPTION
	Job Title
	Assistant Director of Sixth Form - Academic

	Line Manager
	Director of Sixth Form (Assistant Headteacher)

	Pay Range
	MPS/UPS TLR 1b



Core Purpose

To work with the Director of Sixth Form and other members of the Sixth Form Leadership Team in promoting and securing the highest standards in attainment, progress, attendance, behaviour and post-18 destinations for Sixth Form students. The role will take overall responsibility for academic monitoring, assessment and intervention provision for Sixth Form students and will lead the academic enrichment and study skills programme.

Main Duties and Responsibilities

Supporting the Sixth Form Leadership Team
Contribute to driving up standards:
· Support Director of Sixth Form in conjunction with Assistant Director of Sixth Form - Pastoral in determining, achieving and reviewing the strategic development priorities for the St Clement Danes Sixth Form.
· Monitor the academic progress of students in conjunction with other key staff.
· Manage and deliver academic support and interventions for individual targeted students, as appropriate.
· Assist students and parents in the process of transition to Post-18 education and employment, including sharing the administration of the UCAS application process.
· Publicise and ensure access for Sixth Form students to academic enrichment opportunities.
· Support Director of Sixth Form Studies on Student Academic Conversation.
· Support Director of Sixth Form Studies in organisation of Charities Week and Sixth Form Revue.
· Support Sixth Form Leadership Team (SFLT) in the delivery of the Careers Strategy.
· Share responsibility for ensuring behaviour issues are dealt with in a prompt and effective manner, as appropriate.
· Contribute to delivery of Sixth Form assemblies.
· Contribute to supervision of Sixth Form students in study areas and around the Sixth Form building generally.

Academic monitoring and intervention 
Have a positive impact on student outcomes by:
· Undertaking analysis of data including predicted grades and Attitude To Learning (ATL) to identify students requiring action.
· Setting up and managing the Round Table (RT) process, sharing faculty interviews with Director of Sixth Form where appropriate.
· Conducting HOF/HOS interviews through the RT process and advising Director of Sixth Form on intervention packages put in place.
· Reviewing and, where appropriate, revising existing provision. 
· Monitoring the organisation and completion of intervention.
· Liaising with Sixth Form Administrator over RT paperwork.
· Evaluating the success of intervention programmes.

Extended Project Qualification
· Advertising to and identifying students in Year 12 and Year 13 for the qualification.
· Delivering the core course content to Year 12 and Year 13 students.
· Leading and advising a team of staff supervisors in supporting and assessing individual students.
· Quality-assuring and moderating the course delivery and assessment of the team of staff supervisors.
· Liaising with Exams Officer regarding entries for the qualification.
· Keeping up to date with changes to the content and context of the EPQ qualification at national level.
· Monitoring, providing intervention as appropriate and communicating with parents and students regarding progress on the course.

Academic induction and transition for externally-admitted Sixth Form students
Have a positive impact on student outcomes by:
· Co-ordinating induction programme of resources, meetings and peer and staff support for these students to aid student transition from previous schools.
· Using data to monitor progress of these students and lead teaching staff in regard to implementing personalised academic support, as appropriate.
· Holding guidance and/or mentoring meetings for individual students, as appropriate both before they join the school and during their time at the school.
· Communicating with parents, previous education providers and key individuals e.g. SENCO regarding teaching and learning needs for and progress of these students. 

Academic enrichment and study skills programme
Have a positive impact on student outcomes by:
· Ensuring an effective study skills programme is delivered to students entering the Sixth Form, supporting the transition to increasingly independent study.
· Using data to identify and monitor the academic progress of Sixth Form students, identifying those requiring additional study skills intervention.
· Liaising with external providers regarding the delivery of high-quality guidance for independent study.
· Publicising and ensuring access for Sixth Form students to academic enrichment opportunities such as MOOCs.
· Keeping abreast of local and national initiatives and enrichment opportunities.
· Monitoring and evaluating the success of the academic enrichment offering in the Sixth Form.

Communication and Meetings 
· Meet formally and informally with Director of Sixth Form on a regular basis.
· Attend all meetings of the Sixth Form Leadership Team and liaise regularly with the other members of this team.
· Meet formally and informally with Heads of Faculty, Subject Leaders and teaching staff in relation to academic monitoring and intervention for students. 
· Communicate and liaise with outside agencies as appropriate. 
· Co-ordinate all information received from staff, parents and outside agencies regarding individual students. 
· Contribute to, and attend all Sixth Form Leadership Team meetings and Sixth Form related parent evenings
· Arrange and attend other meetings, as appropriate.

Equalities
The post holder is required to be aware of and support difference and ensure that the school’s equalities and diversity polices are followed.

Health & Safety

The post holder is required to be aware of and comply with policies and procedures relating to child protection; health and safety; confidentiality; and data protection and report all concerns to an appropriate person.

Criminal Records Check – Disclosure & Barring Service (DBS)

All posts in schools are exempt from the Rehabilitation of Offenders Act 1974; this means that all convictions must be declared, including those that would generally be regarded as ‘spent’. A disclosure from the Disclosure & Barring Service (DBS) will be sought as part of the school’s pre-employment checks. The DBS will provide a report to you and the Local Authority on whether you have any criminal convictions, including cautions and bind-overs.

Additional Information

The post holder is required to contribute to and support the overall aims and ethos of the school. All staff are required to participate in training and other learning activities and in performance management and development as required by the school’s policies and practices.

The duties and responsibilities listed above describe the post as it is at present. The post holder may be required to perform duties other than those given in the job description for the post. The particular duties and responsibilities may vary from time to time without changing the general character of the duties or responsibilities entailed. Such variations are a common occurrence and would not justify a re-evaluation of the post. However, in cases where a permanent and substantial change in the duties and responsibilities of the post occurs, consistent with a higher level of responsibility, then the post would be eligible for re-evaluation.

Supervision/Job Context

The post holder is managed by the Director of Sixth Form (Assistant Headteacher)

Contacts

The post holder will work with Sixth Form Leadership Team, Senior Leadership Team, Heads of Faculty, Staff, Students and Parents.

Knowledge, Experience and Training

Essential:
· Qualified Teacher Status
· A record of outstanding classroom practice
· Excellent interpersonal skills to facilitate effective communication with a range of stakeholders
· Excellent team working skills
· Strong leadership and organisational skills
· The ability to work with and interpret data reporting systems
· Strong understanding of impact of effective study skills and intervention programmes on student outcomes
· An innovative and flexible approach
· The ability to show initiative, to multi-task and develop existing skills
· Evidence of continued professional development
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