THE BRIAN CLARKE ACADEMY JOB DESCRIPTION

Pastoral Officer
- Term Time
plus 5 days

Contract
Pastoral Officer

Hours
Full Time, Term Time +5

Salary
Grade 4 (25,298 - £27,442 actual)

“Working at Brian
Clarke is special, we
are part of building
a legacy. We are
cultivating a culture
that is ambitious for
all stakeholders.
The staff support
for one another is
really special, we
are one team. Be a
part of our

journey!”

- Mr Ahmed, Head of Years
9and 10

As Pastoral Officer you will be working with the Senior
Pastoral Officer, the Head of Year and the Deputy
Headteacher for Attendance and Safeguarding to develop
and deliver an effective Pastoral Team function. Our
Pastoral Officers are committed to the wellbeing of their
students, ensuring they are happy at school and ready to
learn.

Job Purpose

1. To contribute actively to building, communicating and
implementing the Trust's vision of Ambition, Excellence and
Community and the school’'s commitment to all young people to
‘Let your light Shine’.

2. To actively model and promote the values, vision and ethos of
this Christian school which serves a multi-faith, multi-ethnic
community.

3. To have a clear understanding of what makes outstanding
pastoral provision and have the drive and ability to work with a
team of people to realise this for our young people and their
families.

Specific responsibilities

e To develop a positive culture consistent with the school vision
through strong pastoral care and education.

e To monitor, track and act on information as appropriate for
individual students in the following areas: progress, uniform,
equipment, behaviour, attendance, punctuality, safeguarding and
welfare.

e To use data and the school MIS (Bromcom) to support monitoring
and tracking of progress, welfare information and attendance.

e To establish effective and meaningful mechanisms of
communication with parents maintaining regular contact where
appropriate and keeping them updated about the learning
experience of their son/daughter.

e To establish effective and meaningful mechanisms of
communication with staff informing them of issues affecting
student welfare and progress.

e Support Form Tutors with the mentoring and monitoring of
students in their Form Groups.
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To be evidence informed keeping abreast of best practice in relation to developing the role of
pastoral provision in the school.

To liaise with external agencies and stakeholders as required to ensure students are well supported.
To arrange and attend parent/carer meetings with colleagues as appropriate.

To undertake training and staff development sessions to establish common working practices,
supporting the pastoral staff in developing a consistent ethos.

To support with transition arrangements for new students into the school.
To provide an initial response to child protection and safeguarding issues.

To investigate allegations of bullying and other poor behaviour, take statements and work with
senior members of staff to provide effective resolutions including Restorative Practice when
appropriate.

To contribute to the school response if a student is identified as absent and/or missing.
To carry out duties as part of a rota including detentions, lunch duty, homework clubs.
To support with lunchtime clubs, co-curricular activities, and school trips.

and facilitating the learning for groups/individual students as needed

To deliver the school’s REBUILD curriculum as directed

To actively promote and support the distinctive Christian ethos and values of the School.

To support and comply with school policies and risk management procedures, e.g., Child Protection,
e-Safety, Health & Safety, Data Protection, Performance Management, etc.

To contribute as appropriate to pastoral improvement ‘
planning and priorities. b T

To undertake suitable first aid training including mental health !
first aid, to support the needs of students and administer first Lj
aid as appropriate.

To carry out other duties from time to time as directed by the
Headteacher.

“Brian Clarke is a
truly special place.

Other responsibilities Brilliant staff and

students and a
To model, implement and champion consistently the ‘Brian wonderful culture
Clarke Way' across the school so that effective learning can

and routines that
take place.

allow everyone to
shine!”

To contribute to the school liaison and marketing activities —
e.g., providing news for social media, the website, contributing
to newsletters to parents.

To contribute to the gffective prom‘otion of Pastoral provision - Mrs Carey, Library
at Open Days / Evenings/ Information Evenings and other Manager and Worship
events. Co-ordinator
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e To actively promote the development of effective links with external agencies and organisations.

e To understand the importance of inclusion, equality, and diversity, when working with students and
with colleagues, and to promote equal opportunities for all.

e To implement and uphold the policies, procedures, and codes of practice of the school, including
customer care, finance, data protection, ICT, health & safety, anti-bullying and safeguarding/child
protection.

e To take a pro-active approach to health and safety, working with others in the school to minimise
and mitigate potential hazards and risks, and actively contribute to the security of the school, e.g.,
challenging a stranger on the premises.

Whilst every effort has been made to set out the main duties and responsibilities of the post, each
individual task undertaken may not be identified.

This post is subject to an enhanced DBS disclosure check through the Disclosure & Barring
Service.

This job description is a guide to the duties and should be read in conjunction with the
accompanying person specification (please see next page).




THE BRIAN CLARKE ACADEMY PERSON SPECIFICATION

Pastoral Officer

In your application form there will be a section about Knowledge and Experience. In this section, please
explain to us as fully as you can how you meet the criteria listed in the Person Specification below. Use

real-life examples of your work and its impact where possible.

Please do not include a Curriculum Vitae.

H c
Person Specification - Senior Pastoral Officer _,—: < E -%
Term Time plus 10 days tEgzEL
2723 a
LT &
Qualifications
Relevant qualifications working with young people D A
Willingness to obtain First Aid certificate and undertake Mental Health First Aid training E A/l
Hold current valid Emergency First Aid at Work/First Aid at Work certificate D A
Qualification in education, youth work or counselling D A
Professional Experience and Knowledge
Experience of working with children/young people E A/
Work experience in school/education settings E A/
Knowledge, understanding and experience of child protection and wider safeguarding remit E A/
Experience and success in working with external agencies E A/
High expectations E A/
Partnership working and collaboration E A/
Evidence of impact upon outcomes in working with children /young people in pastoral settings D A/l
Experience of developing and leading strategies to secure improvement D A/l
Experience of engagement of young people/children to improve outcomes D A/l
Evidence of safeguarding experience in the widest of settings D A/
Professional Skills
The ability to learn quickly, assimilate ideas, generate understanding, be challenged, and be flexible E A/
The ability to support coherent, manageable, systems and policy E |
High-level communication skills, including an understanding of the need, and the skills to build relationships and to E |
keep people informed
An understanding of school and academy policy, systems and procedure D A/l
The ability to create coherent, manageable, sustainable systems and ensure all stakeholders are involved D A/l
The ability to lead, manage, influence, and challenge others D A/l
Evidence of having used data to bring about real, impactful improvement D A/l
Counselling skills/abilities D A/l
Professional Qualities
Passion for the best possible provision and continuous improvement of attendance, behaviour and learning E A/
Emotional intelligence and self-awareness E |l
Excellent time management and prioritisation skills and flexibility E A/
The ability to be positive in the face of challenges and adversity E |
A team player and networker who collaborates with, involves and informs others and who can shape discussion D |A/I
Ability to communicate verbally with and write coherent and literate reports for a range of stakeholders, including D A/l
external agencies
Personal resilience, persistence and perseverance with students, staff, parents, governors E |
Flexibility with working hours and ability to cope with a wide range of tasks in a busy and changing environment E |
Creativity — curiosity, imagination, the ability to question, think, research and develop solutions D |
Excellent timekeeping and attendance record with an enthusiastic and positive attitude E A/
Ethos
Support and model the school’s Christian ethos with integrity E Jan
Safeguarding
Displays commitment to the protection and safeguarding of children and young people E Jan

Any candidate with a disability who meets the essential criteria will be guaranteed an interview.




How to apply

We only accept applications via our online portal,
www.tinyurl.com/brian-clarke-jobs

Applications must be received by
9am on Monday 2 November 2026

Interviews for this post will take place from
Wednesday 4 November 2026

If you have any questions or queries, or would just like to chat
about the role, please get in touch via e-mail on hr@brian-

clarke.org

We look forward to hearing from you!

LET YOUR LIGHT SHINE
WITH US
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