THE SIXTH FORM COLLEGE – BROOKE HOUSE

JOB DESCRIPTION

Post Title:

BSeven Extended College Officer 
Scale:

 
16 - 18


Responsible to: 
Director Extended College
Job Purpose

This role is central to the achievement of Strategic Aim 1 – ‘to raise achievement and standards’.  BSeven (Extended College) is intended to: extend students learning time on the course they are taking: to offer additional opportunities for students to express their creativity and develop their skills; and to develop an aspirational, coherent ethos across the College from the classroom to all public spaces including the LRC and the canteen.
This post involves working closely with the BSeven team and relevant staff and students, to organise events during the College day, after hours, at weekends and in the holidays which furthers the aims of an Extended College.
Specific Duties

1. To work with students and interested staff on the setting up and running of student-run clubs and societies
2. To work closely with the Student Union to organise events, promote the benefits of union membership and to supervise and assist in their organisation of meetings.
3. To organise activities  and development of the Student voice and Learning advocates programme
4. Support development of  student peer mentors,  student coaches, student advisors and Student BSeven assistants
5. To support the accreditation of the 6th form Baccalaureate  

6. To manage the canteen space both individually and as part of a team in order to emphasise good manners, co-operation, respect and concern for others
7. To plan, organise and promote public events in the canteen area for lunchtimes and after hours 

8. Manage the BSeven reception desk and the promotion of clubs and events 

9. To organise, out-of-hours additional learning including holiday provision, support of experience days and open days. 
10. To liaise with the Library, the catering team,  academic departments and external relations and recruitment to ensure that there is a coherent, integrated, approach to additional activities, learning and events.
11. To manage public spaces and student behaviour
12. To undertake any additional responsibilities commensurate with the nature of the post.

Variation to this Job Description

This is a description of the job as it is at present, and is current at the date of issue.  The job description will be renewed and updated as necessary to ensure that appropriate revisions are incorporated, and that it relates to the job to be performed.  This process is conducted jointly with your Manager.  You are expected to participate fully in the review and, following discussion to update your job description as is considered necessary or desirable.  It is our aim to reach agreement on reasonable changes.  However, if such agreement is not forthcoming, Management reserves the right to insist on changes after consultation with you. 

The successful candidate will be required to apply for a Standard Disclosure in accordance with Part V of the Police Act 1997.  Further information about the Disclosure scheme can be found at www.disclosure.gov.uk
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THE SIXTH FORM COLLEGE – BROOKE HOUSE

POST TITLE:

BSeven Extended College Officer 

PERSON SPECIFICATION

Please use this Person Specification when completing the ‘Person Specification Requirements’ section of the Application Form.

Person Specification 

	
	
	Essential 
	Desirable 

	1.
	Knowledge 


	
	

	
	A knowledge of development in the 16-19 sector of education 


	*
	

	2.
	Experience 


	
	

	
	Experience of working in a post-16 educational setting 


	
	*

	
	Experience of working with fellow students or young people in general 


	*
	

	
	Experience of organising events for  and with fellow students or young people in general 


	*
	

	
	Experience of managing the behaviour of young people and motivating them to participate in purposeful activity 


	*
	

	3.
	Skills and Abilities 


	
	

	
	Ability to inspire and motivate young people 


	*
	

	
	Ability to organise events which are constructive, educational and enjoyable 


	*
	

	
	Willingness and ability to enforce and persuade in relation to standards of behaviour and engagement

  
	*
	

	
	Imagination and energy necessary to generate enthusiasm for informal learning and participation in opportunities provided by the College 


	*
	

	
	Willingness and ability to work alongside students to organise, promote and sustain clubs and societies and events 


	*
	

	
	IT Skills 
	
	*


