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Job Description 
 
 
Job Title:   Student Support Officer 
     
Work Pattern: Flexible, up to 40 hours per week (term time only plus 10 

additional days)  
 
Grade: UTC Oxfordshire APTC Pay Scales (£16,478 to £22,676) pro 

rata (per annum) dependent on experience 
 
Reports To:   SENDCo 
 
Staff Managed (if any): 0 
  
 
Main Duties and Responsibilities 
 
The following key tasks and responsibilities summarise the main aspects of the job. They will 

be reviewed periodically and amended by agreement to ensure the effective operation of the 

College and to foster development of the individual.  

In the first year, this post will require a flexible approach. Under the direction of the Vice 

Principal the post holder will be responsible for duties including supporting students inside 

and outside the classroom to raise achievement. You will liaise with parents, teachers and 

others to meet the educational needs of our SEND students, support behaviour 

management throughout the school and provide support with attendance and other welfare 

issues. You may also be required to help supervise students when a teacher is absent. 

Provide support for SEND across the UTC 

 Help to develop and implement departmental and whole college policies and practices 

which reflect the UTC’s commitment to high achievement for all and effective teaching 

and learning 

 Use school and national data effectively to identify underachievement and inform 

policies, targets and teaching methods 

 Support the implementation of the new Code of Practice, taking specific responsibility for 

all SEND students and students who require support 

 Support the identification of students’ learning needs 

 Help to maintain and develop systems for identifying, assessing and reviewing provision 

and progress in line with statutory requirements under the new Code of Practice and 

maintain detailed SEND records 

 Help to establish short, medium and long term plans for development which identify 

realistic and challenging targets for improvement 
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 Help to deliver, set work for and monitor outcomes to groups of students engaged with 

the area of SEND and provide a model of excellent classroom practice through whole 

class and support teaching 

 Attend meetings are held with parents and carers to monitor, discuss and develop 

student progress  

Support and Standards 

 To manage behaviour for learning  

 Provide care, support and advice to students to promote their social and emotional 

development with respect to learning and to health and safety 

 Respond to and take steps to resolve relationship issues between students 

 Provide general student support e.g. lost items, within a restorative framework 

 Follow up attendance issues with students, parents and outside agencies where 

appropriate 

 Collect and collate statements relating to incidents, following up appropriately 

 Issue, collect and follow up behaviour reports for identified students 

 Contribute to pastoral support plans 

 Be aware of, and comply with, policies and procedures relating to Child 

Protection and all aspects of safeguarding children 

 Liaise with external agencies as and when required 

 Attend case conferences as directed 

 Contribute to tutor meetings as requested 

Communication 

 Be the first point of contact for parents, being responsible for and dealing with 

issues when appropriate and referring to other staff for action 

 Ensure contact is made to parents whenever incidents are dealt with by self or 

when delegated to contact by others 

 Produce appropriate records of incidents dealt with – e.g. bullying, mediations, 

racial incident files 

 Arrange for work to be set and collected for exclusion and other student absence 

 Seek reports on student progress from staff 
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Evaluation 

 Monitor levels of bullying and implement policies and strategies to combat it 

 Produce reports on levels of incidents dealt with and other issues relevant to the 

post 

 Monitor number of referrals to the inclusion room, identifying patterns and 

identifying any staff support strategies needed 

Administration 

 To maintain student files and organise the administration related to pastoral 

procedures 

 To distribute, maintain and monitor Inclusion Room referral forms 

 Maintain currency of essential skills and knowledge needed to carry out tasks 

satisfactorily 

 When required, the post-holder will attend appropriate training courses funded by the 

college 

Professional Conduct 

All staff are expected to: 

 Follow the UTC’s Appraisal Policy 

 Make the most efficient and effective use of human, financial and material resources 

 Be aware of and responsive to the changing nature of the UTC, adopt a flexible and pro-

active approach to work and contribute to a range of cross-college initiatives to facilitate 

the delivery of key business objectives 

 Participate in UTC developments; attend internal and external meetings and training 

programmes relevant to the performance and execution of the duties of their post 

 Be conversant with and operate all appropriate information technology resources 

available and to keep abreast of developments in this area 

 Participate in the development of a responsive customer centred approach to service 

delivery 

 Ensure compliance with all UTC policies, procedures and regulations and assist in the 

implementation of decisions. 

 Give good notice of any absence in line with the UTC’s Absence Management Policy. 

 Adhere to general standards of conduct embodied in UTC policies 
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 Provide an education service which, actively promotes equality of opportunity and 

freedom from discrimination, demonstrating the UTC encourages the valuable and 

enriching contribution, which people from a range of backgrounds and experiences can 

bring to the life and development of the organisation   

 Work within any legislation to which the UTC is bound by law 

 Make the most efficient and effective use of resources being aware of budget 

implications 

 Responsibility to promote and maintain a safe and healthy environment  for yourself, all 

other staff and students 

 Responsibility to respect the UTC Community and abide by the Equality policy 

 Report any incidence of bullying/harassment as part of the safeguarding statement and 

procedures 

Whilst every effort has been made to explain the main duties and responsibilities of the post, 

each individual task undertaken may not be identified. 

Employees will be expected to comply with any reasonable request from a manager to 

undertake work of a similar level that is not specified in this job description. 

It is understood that areas of responsibility are from time to time subject to review and are 

negotiable in the light of the needs of the UTC and the professional development of the staff. 

This job description may be reviewed at the end of the academic year or earlier if necessary.  

In addition it may be amended at any time after consultation with you. 

The law requires this position to have an enhanced criminal background check. This is to 

protect children and vulnerable adults and to safeguard positions of trust. The position is 

therefore exempt from Rehabilitation of Offenders Act. If your application is taken further you 

will be asked to declare details of any criminal record, even convictions that are ‘spent’ 

according to the act. If you are offered the post this information will be checked against 

Criminal Records Bureau files. You will be provided with full information at each stage. 

Oxfordshire UTC is committed to safeguarding and promoting the welfare of children and 

young people and expects all staff and volunteers to share this commitment. Please note 

UTC Oxfordshire operates a no smoking policy. 
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Knowledge/skills/abilities 

Essential Desirable 
ICT skills including but not limited to: word, 

excel, outlook, PowerPoint, publisher, 

WordPress, MIS 

Ability to organise and effectively prioritise on 

workload and meet deadlines 

Constantly improve own practice/knowledge 

through self-evaluation and learning from others 

Ability to relate well to young adults 

Work constructively as part of a team, 

understanding classroom roles and 

responsibilities and your own position 

within these 

 

 

Other requirements 

Essential Desirable 

Ability to work well under pressure 

Good communication and ambassadorial skills 

Ability to turn hand to anything, particularly 

during early phases 

A ‘can do’ attitude 

 

 

Qualifications 

Essential Desirable 

A good standard of education including Maths and 
English GCSE 

Administrative qualification 

 

Experience 

Essential Desirable 
Experience working with in student support 

 

 

Interest in science or engineering 

Equality issues 

Essential Desirable 
Demonstrable knowledge and understanding of, 

and commitment to, equality of opportunity and 

inclusive education 

Ability to integrate equality policies into service 

delivery and employment practices 

Knowledge of appropriate national 

standards 

 

Understanding of multicultural issues in the 

context of a secondary school 


