
ROLE DESCRIPTION FOR STUDY SUPPORT LEADER 

NJC GRADE GRADE 4 

EMPLOYMENT STATUS: PERMANENT 

HOURS OF WORK: 30 HOURS 

 

 

MAIN DUTIES  

 To supervise classes in the absence of their teacher  

 To register and record student attendance in lessons  

 To ensure a calm and purposeful atmosphere for working in the classrooms and Study Zone.  

 To manage resources effectively and ensure classrooms are left tidy and ready for the next  

lesson  

 To follow school systems and procedures on behaviour management  

 To liaise with subject teachers about cover work  

 To maintain a bank of resource material for all year groups for cover purposes  

 To proof read external school letters and literature  

 To supervise and monitor use of the photocopier and oversee reprographics  

 To select, acquire, organise, promote and maintain books and other learning resources,  

including electronic resources, to cover the full age and ability range of the school  

community  

 To organise and run break and lunchtime clubs for students  

 To liaise with external agencies to ensure that the maximum use is made of appropriate  

materials and information provided by key support services and outside organisations  

 To operate the ‘Oliver’ electronic loans system for all items borrowed and returned by  

School users; to amend records accordingly, and maintain statistics as required  

 To ensure Study Zone displays are regularly updated and that they promote the ethos of the  

Study Zone and school  

 To support the whole school drive to promote literacy  

 To undertake any other duties that reasonably fall within the remit of the post, which may  

be allocated after consultation with the Post Holder  

 

  

 

  



PERSON SPECIFICATION FOR STUDY SUPPORT LEADER  

Please ensure that you read the Person Specification carefully as this will be used to assess 

candidates as part of the shortlist and interview process  

Knowledge/Qualifications:  

. GCSE or equivalent English and Mathematics 

. A degree (or equivalent) is desirable  

. Knowledge of SIMS packages or willingness to learn  

 

Skills/Abilities:  

. Excellent communication skills with young people and members of staff  

. Good written and oral communication skills  

. Teaching experience is an advantage  

. Good telephone manners  

. Excellent organisational skills – able to prioritise workload  

. Flexibility and adaptability  

. Ability to work calmly under pressure  

. Tact, diplomacy, confidentiality and sensitivity are paramount to this post  

. Able to use Word, Excel and Microsoft Outlook  

. Able to work independently but also as part of a team  

. Competent keyboard skills  

 

Experience:  

Any experience of youth work or involvement of provision for young people would  

be desirable.  

 

Personal Qualities:  

. Patience  

. A flexible approach to work  

. A sense of responsibility  

. Tact and diplomacy  

. Integrity  



 

Staff Development:  

. To take part in the school’s staff development programme by participating in  

arrangements for further training and professional development  

. To continue personal development in the relevant areas including subject  

knowledge and teaching methods  

. To engage actively in the Appraisal Review process  

 

 

  

 

 


