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  Dear Applicant 
 
 

I am delighted to provide an application pack for this post at Huddersfield New College. Hopefully the 
information provided will be of interest to you and will help you in taking your application forward. 

 
Huddersfield New College has operated as a Sixth Form College since 1974, and across the 44 years to 2019, has 
established a national reputation as an Outstanding College. The College had its last OFSTED inspection in April 
2016. The report is available to view on our website and at https://reports.ofsted.gov.uk/ 

 

The College currently has around 2450 students on roll. In summer 2018, again, we celebrated their outstanding 
success on A levels and BTECs, with student progress at advanced level in the top 15% nationally, for the third 
year in a row. We want to continue to achieve this level of success year on year. Crucial to this is that we are at 
all times ambitious about what our students can achieve; this means that we are looking for new colleagues who 
genuinely embrace our goal to ensure that all of our students achieve their very best at Huddersfield New 
College. 

 
I make no apologies for stating that we also want to work with colleagues who are passionate about wanting to 
work with young people. This means that we are also looking for new colleagues who have an unconditional 
positive regard for young people. Our College is no place for cynics and so we only want to appoint and work 
alongside people who genuinely want to make a positive difference to the lives of the young people who come 
under our care and guidance. 

 
Working at Huddersfield New College is demanding. Everyone works hard and so new colleagues should also 
have a willingness to work hard and to go the ‘extra mile’ for our students: many of our students would not be 
as successful as they are without this. However, I can assure you that you will be appreciated for this hard work 
and that you will be provided with excellent support, continuous professional development and the resources 
to carry out a first class job. 

 
I am extremely proud to be Principal of Huddersfield New College. We transform lives. This is the moral 
dimension to our work, so recruiting and selecting people who will be equally proud to work here, and who want 
to make a positive difference to the lives of young people through education, is crucial. If you are inspired by this 
moral purpose and the opportunity to make a positive difference, then please apply. 

 
Finally, I would like to say that I do appreciate how long it takes to apply for jobs. If you do decide to apply, I 
appreciate your investment of time and, whatever the outcome, I wish you well in the future. 

 
Yours sincerely 

 
Angela Williams 

Principal 
 

https://reports.ofsted.gov.uk/


 
 
 
Job Description 
 

 
Application Guidance  
 
The Job Description details the duties and responsibilities of the post. The Person Specification details the principle 
skills and personal attributes the post holder must possess and actively demonstrate in order to effectively fulfil the 
role.  The criteria are ranked as ‘Essential’ and ‘Desirable’ and your application form should demonstrate how you 
meet these criteria and possess the key skills relevant to the job description. 
 
The ranking of criteria on the person specification can be explained as follows: 
 
Essential The successful candidate must meet the Essential criteria in full on the first day of commencing in 

post in order to be able to effectively fulfil the role to which he / she has been appointed. 
 
Desirable The post holder needs to meet the Desirable criteria to fulfil the role on a longer-term, permanent 

basis.  The successful candidate would be expected to develop his / her skills and knowledge within 
an agreed timescale (usually within six to twelve months of his / her start date) to meet the 
Desirable criteria in full, if they are unable to demonstrate they meet these criteria at short-listing 
and interview stage. 

 
Criteria will be measured through a number of methods, the key to which is as follows: 
 
A  Application 
I  Interview 
R References 
C  Certificates 
T  Test 
DBS Disclosure and Barring Service Enhanced Criminal Records Check 
 
These letters are used in the ‘Assessment Method(s)’ column on the Person Specification to identify to you the 
combination of methods which will be used to assess you against the requirements of the position for which you are 
applying.  In the first instance your application form will be used to determine the extent to which you meet the 
criteria for the role and will inform short-listing decisions. 
 
Where criteria are to be identified through the Interview and / or Test(s), these may involve scenario-based or 
hypothetical questions and a combination of written exercises, literacy and / or numeracy assessments, 
presentations, and any other practical assessments relevant to the role.  For teaching positions candidates will 
usually be asked to deliver a micro-teaching session to facilitate assessment of teaching ability. 
 
 
 
 
 
 



 
 
 
Job Description 
 

 
 

Post title Progress Tutor 

Post reference HS1819/36 

Location of the post The post holder will be a member of the Student Support (Pastoral) department 

Reports to Director of Pastoral/Senior Progress Tutor, as appropriate 

Contract* 
Term time only plus 5 nominated days (39 weeks) 
Full time hours; 37 per working week 
Permanent  

Salary* 
Points 26-28 of the Sixth Form Colleges’ pay spine for Support Staff, which is 
the range £21,451 - £22,828 per annum reduced pro rata to the range £18,476 - 
£19,662 

* Valid at date of appointment 
 
 
Key focus 
 
To provide support to students and work with students (individually and in groups) to focus on their learning 
and study skills, enabling them to achieve their full potential and progress successfully from the College to 
HE or employment. To provide operational support to the Senior Progress Tutor, as appropriate, and to work 
with colleagues within the Progress Tutor team flexibly and as required. 
 
Duties and responsibilities: 
 
1. To be responsible for the progress, performance and wellbeing of a caseload of students taking all 

measures necessary to ensure they meet and then exceed their college minimum expected grades. 
 

2. To track and monitor levels of attendance and retention, taking immediate action by liaison with 
teaching staff, students and parents to improve attendance and punctuality and thereby boost their 
achievement.  

 
3. To deliver an agreed induction and tutorial programme, to include any specified qualification aim, 

careers and higher education information, education, advice and guidance. 
 

4. To support Careers events and trips that enhance students’ progression opportunities. 
 
5. To conduct a programme of one-to-one academic monitoring interviews with students, and having 

oversight of the students’ progress relative to minimum expected grades, liaising with parents and staff, 
as appropriate, to ensure timely and relevant interventions, where this progress is below expectations.  

 
6. To provide advice and support to students following the publication of external examination results. 
 
7. To advise students on the completion of Higher Education and employment applications and be 

responsible for coordinating and ensuring quality academic references in conjunction with subject 
teachers. 

 
8. To provide information and offer impartial advice/guidance on future plans, and facilitate access to 

specific careers advice where more specialist knowledge is needed. 
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9. To participate in appropriate college activities, which include welcome evenings, open evenings, parent 

evenings, enrolment and induction. 
 
10. To refer students, where appropriate, to additional learning and specialist support. 
 
11. To be involved in school liaison and in interviewing prospective students. 
 
12. To help with the change of course process 

 
13. To implement the student disciplinary referral system 
 
14. To attend Progress Tutor meetings, and meet regularly with Senior Progress Tutor to discuss individual 

student guidance and support issues and concerns within caseload. 
 
15. To attend all meetings and training specific to personal tutoring irrespective of the number of tutor 

groups for which the post holder is responsible.   
 
16. To develop own expertise that will benefit the whole pastoral/student support team. 

 
17. To attend any necessary training and/or development as the role demands. 

 
Critical Success Factors: 
 
1. Student attendance is at or above Sixth Form College benchmarks.   

 
2. Student retention is at or above Sixth Form College benchmarks.      

 
3. Student progress is in line with or exceeding expectations (based on incoming attainment). 

 
4. Student progression between levels of study at college and from college is demonstrably positive.       

 
General duties and responsibilities: 
 
1. Perform his/her duties in accordance with the College’s Equal Opportunities Policy, also taking into 

account responsibilities for promoting British Values. 
 

2. Ensure the health and safety of all staff and resources within his/her area(s) of responsibility, i.e. 
delegated responsibility in relation to the nature of the post holder’s duties and personal responsibilities 
as per Sections 7 and 8 of the Health and Safety at Work Act 1974. 
 

3. Share in the College’s commitment to safeguarding and promoting the welfare of children, including 
maintaining awareness of the Prevent strategy and action plan.  
 

4. Participate in the College’s probationary and performance management framework. 
 

5. Undertake Continuing Professional Development (CPD) relevant to his/her post. 
 

6. Perform any other duties as may be reasonably required from time to time by the Principal, through the 
Student Support Managers or Senior Leadership Team.
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Person Specification  
 

Essential Criteria Assessment Method(s) 
A I R C T DBS 

Previous experience of working with young people in the 16-19 age 
groups. ● ● ●    

Awareness of safeguarding issues relating to young people. ● ● ●    
Minimum of Level 2 qualification in literacy and numeracy (e.g. GCSE English 
and Maths at grade A*-C) or able to demonstrate equivalent level of  
ability. 

● ● ● 
  

●  

The ability to relate well to, empathise with and motivate 16-19 year olds. ● ● ●    
The ability to deal confidently and sensitively with a wide range of people 
including teaching and support staff and parents/carers. ● ●     

Excellent administrative and organisational skills, including the ability to 
manage own time and prioritise work to meet demanding deadlines. ● ●     

Ability to respond flexibly and creatively to new challenges and 
opportunities. ● ● ●    

A commitment to continuous professional development and high personal 
and professional standards. ● ● ●    

An enthusiasm for education and learning. ● ● ●    
Suitability to work with children and young/vulnerable adults. ● ● ●    
Commitment to equality and diversity initiatives, including the promotion 
of British Values, and anti-discriminatory practice. ● ● ●    

Desirable Criteria Assessment Method(s) 
A I R C T DBS 

Educated to degree level. ● ● ● ●   
Qualification in Information, Advice and Guidance, or Counselling, or 
similar, or willing to undertake. ● ● ● ●   

Experience of monitoring targets with others and taking appropriate 
action when targets are not being met. ● ● ●    

Experience of working within a team and working in a collaborative 
manner. ● ● ●    

 
Key 

A Application 
I Interview 
R Reference 
C Certificate  
T Test 
DBS Disclosure & Barring Service 
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