GENERIC PERSON SPECIFICATION


	POST: STUDY SUPERVISOR – GRADE 6 


	SKILLS/ ABILITY/ EXPERIENCE
	TO DO WHAT?
	HOW WELL?

NOW OR WITH TRAINING?
	HOW IMPORTANT AT THE TIME OF APPOINTMENT?

	KNOWLEDGE
Good level of general education, including English and Maths to GCSE Grade C or equivalent

Evidence of further education, at NVQ3 or equivalent level

A broad understanding of the school curriculum

Previous experience of working with/ guiding the learning of young people 

Administrative experience within a school or office, including use of common IT packages (Word, Excel)
	To demonstrate a good level of numeracy and literacy 

To provide evidence of further academic understanding and to provide a theoretical context for the role
To cover teacher absence and supervise the work set  for individuals or groups of pupils;

To explain the work set and answer any general enquiries arising from this.
To be able to engage effectively with students and to maintain acceptable levels of behaviour
To keep records and carry out administrative duties


	Now

Desirable 

With training
Now
With training in school systems and procedures
	5

4
4

5

3


	MENTAL SKILLS
Ability to use own judgement to resolve situations 

	To respond appropriately to difficult or unanticipated problems/situations that may arise in the classroom or during examinations
	Ability  essential now – training given in specific school procedures


	5


	INTERPERSONAL & COMMUNICATION SKILLS
Ability to engage with children and to effectively control a classroom
Ability to communicate information and ideas effectively to a range of audiences, through good written and oral communication skills


	To take sole charge of a classroom and ensure that pupils remain focussed and that behaviour standards are maintained 
To work effectively with colleagues, pupils and “partners” of the school (Parents, PSA, Governors, Visitors)


	Now

With support


	5
4


	PHYSICAL SKILLS
Keyboard skills

	To use Office packages and assist students with IT
	Some ability now


	4

	INITIATIVE & INDEPENDENCE
Ability to use initiative and work independently

	To work alone in a classroom and to be able to respond appropriately, sensibly and calmly to any difficult/unusual situations, including verbal abuse from students

	Now
	5

	PHYSICAL DEMANDS
N/A

	
	
	

	MENTAL DEMANDS
Ability to concentrate for medium periods of time


	To supervise classes and ensure pupils are ‘on task’ with work set
	Now
	4

	EMOTIONAL DEMANDS
Some occasional

	
	
	

	RESPONSIBILITY FOR PEOPLE
Understanding of key safeguarding issues and procedures 

	To ensure correct reporting and monitoring of any safeguarding issues arising across the school;

To maintain appropriate levels of confidentiality and data security in respect of personal/pupil/colleague information


	Awareness of the sensitivity of these issues now.  Training in school procedures given 


	5

	RESPONSIBILITY FOR SUPERVISION
N/A

	
	
	

	FINANCIAL RESPONSIBILITY
N/A


	
	
	

	RESPONSIBILITY FOR PHYSICAL RESOURCES
Limited 
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