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Applications are invited for the post of:
 Sixth Form Study Supervisor
One Year Temporary
Required September 2024

Completed CVs should be returned via email to the school office info@edmundricecollege.glengormley.ni.sch.uk by noon on 10th May 2024
Interviews will be at the convenience of the Board of Governors prior to Summer
All candidates should ensure that they demonstrate how they meet the essential and desirable criteria on their CV.

Remuneration will be in the region of NJC pts 2-4 per annum.

Job Description
The post includes the following responsibilities: 

· Supervision of Sixth Form students during Study periods to ensure that a quiet and effective working environment is maintained, with good standards of discipline and behaviour. 

· Monitoring use of the Sixth Form Centre and overseeing the timetabling of recreation periods in line with student assessment performance. 

· Promoting an effective independent learning culture and assisting and advising students on strategies to improve their learning and study habits.

· Assisting with the induction of students into the Sixth Form. 

· Acting as a mentor for students who are identified as underachieving in their AS or A2 work. 

· Liaising with and reporting any matters of concern to the relevant Pastoral and Learning Support teacher, Head of Year or Head of Sixth Form.

· Maintaining accurate records of students’ attendance in Study and use of Study periods, communicating any unexplained absence to the relevant Head of Year. 

· Effectively carry out the administration of EMA.

· Assisting the Head of Year 13 with an effective Enrichment Programme.

· Ensuring the students maintain a tidy work environment and report any damage. 

· Ensuring the security of the resources within the Study Floor. 

· Working with the Sixth Form Heads of Year to develop the Sixth Form experience for students. 

· Participate in relevant training as required. 

· All other duties reasonably requested by the Principal. 

Criteria for the Appointment

(a) Essential Criteria: 

The person appointed to this post must be able to demonstrate by means of his/her application and, if shortlisted, the responses he/she makes to the questions asked at interview that he/she meets the following criteria. 

Qualifications/Experience 

· Grade C or higher in both GCSE English and GCSE Maths

· Has previous experience of providing supervision and/or support to large groups and on a one-to-one basis. 

· A minimum of one years’ experience in working within an educational environment. 

(b) Skills 

· Can demonstrate excellent organisational and interpersonal skills.

· Is proficient in the use of standard computer software packages. 
· Ability to work as part of a team
      (c) Personal Qualities 

· Reliable and punctual. 

· Able to work independently and as a member of a team. 

· Able to use own initiative. 

· Flexible, committed and hard-working. 

· Able to deal with matters of confidentiality. 

(d) Desirable Criteria: 
· Experience of working with Sixth Form students. 

· Experience in the use of SIMS (Schools Information Management Systems).

· Experience and/or qualifications which would enable them to make a contribution to other areas of school life beyond the classroom, e.g. Enrichment opportunities.

 Essential and/or desirable criteria may be further enhanced for shortlisting purposes. Applicants should ensure their CV is completed carefully and accurately to show how they meet all requirements.

