
HORSFORTH SCHOOL                                                            

  

JOB DESCRIPTION & PERSON SPECIFICATION 

  

Job Title: Sixth Form Pastoral Support Officer (PSO) 

 

Responsible for: Pastoral Support of Students in the Sixth Form 

 

Responsible to: Assistant Headteacher: Director of Sixth Form 

 

Pay Band: C1 £29, 542 to £32, 046 (Actual Salary £26, 062 to £28, 271) 

 

Hours: Full time, Monday – Friday.  Term time only plus 10 days 

  

 

KEY RESPONSIBILITIES 

 

Pastoral Care and Wellbeing 

● Develop positive, trusting and professional relationships with Sixth Form students, 

creating an environment where students feel comfortable seeking support. 

● Act as a key point of contact for students experiencing personal, social, emotional or 

academic difficulties. 

● Provide day-to-day pastoral guidance, reassurance and practical support. 

● Promote positive mental health and emotional wellbeing across the Sixth Form. 

● Recognise emerging concerns and provide appropriate early intervention, support 

and signposting. 

● Maintain appropriate professional boundaries, recognising when specialist or external 

support is required. 

● Support the role of being a Form Tutor either exclusively or acting as cover in case of 

any absence. 

 

Student Support and Engagement 

● Monitor student wellbeing, engagement, attendance, punctuality and general 

presentation to identify students who may require additional support. 

● Work proactively with students, helping to identify barriers and agree appropriate 

strategies. 

● Support students experiencing difficulties with motivation, organisation, workload or 

meeting expectations. 

● Help students develop effective routines, resilience, self-management and 

independence. 

● Maintain appropriate records of pastoral concerns, interventions and follow-up 

actions. 

● Support students to develop effective organisation, time-management and 

independent study skills. 



● Work with students who are falling behind to identify barriers and establish strategies 

for improvement.  

● Liaise with subject staff and tutors where students require additional academic or 

pastoral support. 

● Encourage students to take increasing responsibility for their learning, organisation 

and outcomes. 

● Build positive and constructive relationships with parents/carers and communicate 

appropriately regarding student welfare and support. 

● Work closely with the Director of Sixth Form, tutors, subject staff, safeguarding and 

pastoral colleagues to ensure a coordinated approach to student care. 

● Contribute to pastoral meetings, student reviews and other relevant meetings.  

● Liaise with external agencies and support services where appropriate. 

 

Safeguarding, Personal Development and Progression 

● Promote and safeguard the welfare of all Sixth Form students. 

● Follow school safeguarding procedures and report concerns promptly to the 

appropriate member of staff. 

● Support students experiencing difficulties at home, socially, emotionally or within 

relationships, ensuring concerns are appropriately escalated.  

● Contribute to a positive Sixth Form culture where students feel a strong sense of 

belonging.  

● Encourage resilience, confidence, independence and personal responsibility.  

● Support students through key transition points, including entry into Year 12 and 

progression into Year 13.  

● Contribute to students' preparation for university, apprenticeships, employment and 

other post-18 pathways.  

● Support initiatives and activities that promote wellbeing, personal development and 

preparation for adult life. 

 

 

Any Special Conditions of Service: 

There is a requirement to submit to an enhanced Disclosure and Barring Service 

background check. Term time working. There may be a need to occasionally work outside of 

school hours and off school premises, as required by the school. No smoking policy. 

 

This job description is not necessarily a comprehensive definition of the post, you may be 

asked to additional duties not listed above but that are appropriate to the role. It will be 

reviewed from time to time and may be subject to modification or amendment at any time 

after consultation with the holder of the post. 

 

 

Person Specification – Sixth From Pastoral Support Officer 

  

Category Essential Desirable 

Qualifications GCSE Grade C/4 or above (or 

equivalent) in English and 

Mathematics. 

Relevant Level 3 qualification in 

Education, Youth Work, Social 

Care or a related field. 



 Willingness to undertake further 

professional development. 

Team Teach, Mental Health First 

Aid or restorative practice training. 

Experience Have experience of working with 

young people and an understanding 

of the pastoral needs of students 

aged 16–19 

Experience of working in a 

secondary school. 

 Experience of supporting students 

with behaviour, attendance or 

pastoral needs. 

Experience of working with 

vulnerable students, including 

those with SEND, SEMH or 

safeguarding concerns. 

 Experience of working effectively 

with parents/carers and external 

agencies. 

Experience of coordinating 

interventions or mentoring 

programmes. 

 Experience of maintaining accurate 

records and producing reports. 

Experience of using school 

management information systems 

(e.g. SIMS, CPOMS). 

Knowledge Knowledge of behaviour 

management strategies and 

restorative approaches. 

Knowledge of current educational 

legislation relating to attendance 

and behaviour. 

 Understanding of safeguarding and 

child protection procedures, including 

Keeping Children Safe in Education 

(KCSIE). 

Knowledge of trauma-informed 

practice. 

 Understanding of the barriers that 

can affect young people's learning, 

attendance and behaviour. 

Understanding of SEND and the 

graduated approach. 

 Knowledge of equality, diversity and 

inclusion. 

 

Skills & 

Abilities 

Ability to build positive and 

professional relationships with young 

people. 

Ability to deliver small group 

interventions. 

 Ability to remain calm, resilient and 

professional in challenging 

situations. 

Experience of de-escalation 

techniques. 

 Be proactive in identifying concerns 

and confident in taking appropriate 

action. 

 

 Be able to recognise when a student 

may require additional or specialist 

support. 

 

 Have excellent communication skills 

and be able to work effectively with 

students, families and colleagues.  

 



 Ability to challenge inappropriate 

behaviour whilst maintaining positive 

relationships. 

 

 Ability to work collaboratively with 

teaching staff, parents and external 

agencies. 

 

 Ability to manage competing 

priorities and work independently. 

 

 Be highly organised and able to 

support students with workload, 

organisation and deadlines. 

 

 Competent IT skills, including 

Microsoft Office and school-based 

systems. 

 

 Demonstrate sound judgement, 

discretion, resilience and the ability 

to manage sensitive situations. 

 

Personal 

Qualities 

Passionate about supporting young 

people to succeed academically, 

socially and emotionally. 

 

 Demonstrate a genuine commitment 

to student wellbeing, personal 

development and achievement. 

 

 Commitment to high expectations of 

behaviour, attendance and 

achievement of students while 

providing the care, encouragement 

and support necessary to help them 

succeed.  

 

 Empathetic, approachable and able 

to establish trust with students. 

 

 Resilient, adaptable and solution-

focused. 

 

 Professional, reliable and able to 

work effectively as part of a team. 

 

 Commitment to equality, diversity 

and inclusion. 

 

 Commitment to safeguarding and 

promoting the welfare of children and 

young people. 

 

 

 


