
 

 

Main purpose of the job; 
 
The Pastoral Managers form part of Bexhill Academy’s Year Team, acting as an important liaison between 
staff, families and outside agencies. They play a key role in the “Team around the Family” approach to 
support at Bexhill Academy. 
 
Main function; 

1. To ensure the delivery of the specific pastoral aims in the year  group (see bullet points below) 
2. To ensure the implementation of school policies 
3. To monitor, recognise and evaluate student care and guidance within the year  group 
4. To promote a caring and secure learning environment 
5. To Support regular attendance and punctuality 

 
Pastoral Mangers will: 

 

 Develop and sustain warm supportive relationships with parents and students 

 Ensure that discipline procedures are carried out in accordance with academy policy, including 
detentions and exclusions, supporting the Head of Year and Senior Leadership Team in 
investigation and implementation  

 Monitor the pastoral progress of identified students, including the facilitation of Additional 
Needs Plans and the lead for Level 4 Child Protection Learning Plans 

 Monitor the attendance within the year group and provide intervention to support the 
reduction of student absences, working alongside the Attendance Officer, including attending 
Attendance Improvement meetings, liaison with home and supporting agencies and the 
implementation of rewards 

 Lead and contribute to multi-agency meetings, including Safeguarding Meetings 

 Organise extra-curricular and group activities  

 Liaise with Form Tutors, teachers, the Additional Needs Team, other staff and support agencies 
to promote student progress and well-being 

 Supporting the Form Tutors in their role acting as the initial point of contact for parents/carers 

 Act as an additional point of contact for parents to ensure an effective communication link 
between academy and the family  

 Support Achievement assemblies and Year Group assemblies, in liaison with the Heads of Year 

 Carry out lunchtime and break duties as directed by the Senior Leadership Team. 

 Other pastoral administrative duties as required.  
 

 
 

This job description sets out the duties of the post at the time it was drawn up.  The post-holder may 
be required from time to time to undertake other duties within the academy as may be reasonably 
expected, without changing the general character of the duties or the level of responsibility entailed.  
This is a common occurrence and would not justify a reconsideration of the grading of the post.  
 

“Be Brilliant Today” PASTORAL MANAGER 
Job Description and Person Specification 



 

The Academy is committed to safeguarding and promoting the welfare of children and young people 

and expects all staff and volunteers to share this commitment. 

The successful applicant will be subject to an Enhanced DBS check. 

Person Specification 
 
Knowledge and Experience; 
 

 GCSE’s (or equivalent) and above, including English and Maths 

 Evidence of Level 3 qualifications 

 Good written and oral communication skills. 

 Experience of working in a school and/or with young people. 

 Computer Literate with a knowledge of Excel, SIMS and Myconcern a bonus  
 
 
Skills and Abilities; 
 

 Ability to communicate effectively and sensitively with pupils to support their learning and 
pastoral issues. 

 Ability to work collaboratively with colleagues as part of the academy team 

 Ability to liaise sensitively and effectively with parents, carers and outside agencies, recognising 
their roles in pupils learning. 

 Excellent Time Management.  

 Effective Organisational Skills. 

 Ability to guide and support other adults in the learning environment  

 Ability to work under pressure, including ability to switch contexts quickly and juggle multiple 
complex situations 
  

Personal Qualities; 
 

 The Pastoral Manager must be able to offer a firm but friendly approach and be self-confident 
in dealing with young people and parents/carers. 

 A commitment to the learning of all pupils and to improving own practice through observation, 
evaluation and discussion with colleagues.  

 Good interpersonal skills are also essential 
 
Desirable; 
 

 Any Supervisory/Management experience would be useful. 

 First Aid qualification useful but not essential. 
 
 
 


