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 Supervisory Assistant
Job Description
Main Purpose of Job

To support the student experience by engaging with students to identify and resolve any concerns or issues.

Support for Students
· To engage with students during breaks and identify any concerns or issues
· To deal with any concerns, manage poor behaviour and offer corrective guidance where necessary ie litter, vaping, boisterous behaviour etc.
· To support the duty rota by managing student behaviour 
· To help ensure the flow of students through the building at lunchtime
· To support the self-clear table policy by encouraging students to clear tables as they leave
· To assist cleaning and canteen staff with clearing tables as required
· To assist with student surveys/ gather feedback as appropriate

Personal Development
· To undertake staff development and attend staff meetings as required and requested
· To undertake continuous professional development

Additional Duties
· To meet the individual needs of all students
· To promote equality and diversity through the role
· To undertake staff development and attend staff meetings as required and requested
· To accept flexible redeployment and reallocation of duties commensurate with the level of the post.
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Supervisory Assistant 

Qualifications
· Relevant qualification to minimum of Level 2 (GCSE or equivalent) 
· Evidence of continuing professional development

Knowledge/Experience
· Experience of effective team working and promoting effective relationships between staff, students and the community
· Experience of working with and supporting teenagers/young people
· Knowledge of safeguarding issues
· Knowledge of equality and diversity issues
· Experience of working in a college environment would be an advantage
· General understanding of Health and Safety

Skills/Attributes
· Display initiative, be positive and friendly
· Strong persuasion skills
· Effective communicator
· Student focused approach
· Flexible approach
· Logical approach to problem solving
· Ability to work under pressure
· Ability to manage and resolve a range of situations in the best interests of the students
· Ability to contribute to the whole college experience
· Strong inter-personal skills
· Customer focused

Post Information
· Reports to Programme Manager
· This post is for 16 hours per week, 10:15 am -2:15 pm Monday to Thursday during term-time only 
· Salary £26,889 - £28,299 pro rata (Actual Salary £9,722 - £10,232)
· The post holder will undertake all duties and responsibilities in compliance with regulatory, legislative and college procedural requirements.
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