
 
PERSON SPECIFICATION 

 
SCHOOL:  Colonel Frank Seely Academy 
 
POST TITLE:  Teaching and Learning Cover Supervisor 
 
DATE:   November 2017 
 

 
CATEGORY/ITEM 

 
Essential 

 
Desirable 

 
Evidence 

 
Experience 
 

 Working within a School Environment 
 Previous experience of working with children 
 Working successfully and co-operating as a 

member of a team 
 

 
 
 
 
 
√ 
 

 
 
 
√ 
√ 
 
 

 
 

Application Form 
 

Interview 
 

References 

 
Education and Training 
 
 Good standards of literacy and numeracy (GCSE / 

Level 2 or equivalent). 

 Willingness to undertake further training e.g. 
Health and Safety courses. 

 

 
 
 
√ 
 
√ 
 

 
 
 

 
 

Application Form 
 

Interview 
 

Certificates 

 
Knowledge 
 
 Be confident in the use of Word, Excel, email and 

database programmes (usually Microsoft Office) 

 Understanding of statutory requirements including 
Safeguarding, Child Protection, Equal 
Opportunities, Inclusion and Health and Safety 

 Experience and knowledge or working with 
SIMS.net 

 

 
 
 
√ 
 
 

 
 
 
 
 
√ 
 
 
√ 
 

 
 
 
 

Application Form 
 

Interview 
 
 

 
Skills/Aptitudes 
 

 Ability to organise, prioritise, and promote a 
positive working environment 

 Ability to work under pressure and meet deadlines 
and objectives 

 Demonstrate tact and sensitivity working with 
pupils, staff and others 

 Communicate effectively both verbally and in 
writing at all levels and to a variety of audiences 
(pupils, staff, parents and visitors) 

 Establish and develop appropriate relationships 
with pupils, staff, parents and visitors) 

 
 
 
√ 
 
√ 
 
√ 
 
√ 
 
 
√ 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

Application Form 
 

Interview 
 

References 
 
 



 Calmness in responding to emergencies and the 
unexpected 

√ 

 
Specific Requirements 
 

 Ability to work in line with the ethos, culture, 
overall aims and policies of the School 

 Ability to work flexibly and undertake other duties 
when required to support the need of students 

 Excellent attendance record. 

 
 
 
√ 
 
√ 
 
√ 
 

  
 

Application Form 
 

Interview 
 

References 

 
Suitability to work with children and young 
people 
 

 Be willing to undergo and Enhanced DBS check. 
 

 
 
 
 
√ 
 

  
 

 
Equal Opportunities 
 
 Must have an understanding of equal opportunities 

and a commitment to the Trust’s Policy. 
 

 
 
 
√ 

 
 

 
 

Application Form 
 

Interview 
 

 



 

 

 

 

JOB DESCRIPTION 

CORE REQUIREMENTS OF THE POST: 

 

Key Areas of Responsibility 

 

The person appointed will be given training in classroom management and a thorough 

induction programme will be delivered as part of our commitment to developing all staff. 

 

Duties inside the classroom 

 Supervise pupils on work left in accordance with the school policy. 

 Prepare the learning environment and the materials used therein. 

 Manage pupils’ behaviour to ensure a constructive working environment. 

 Respond to pupils about the work that has been set. 

 Collect any work completed after the lesson and returning it to an agreed 

person/place. 

 Leave the room in good order at the end of the lesson. 

 Supervise entry and departure of the pupils in accordance with school policy. 

 Record and report on attendance at lessons in accordance with school policy. 

 Report back as appropriate using the schools agreed referral procedures on the 

behaviour of pupils during the class and any other issue arising. 

 Assist teachers and their classes. 

 

 

SCHOOL: Colonel Frank Seely School 

Job title: Teaching and Learning Cover Supervisor 

Pay Scale: Band 7 Points 32-36 £19,312 - £21,318 (pro rata) 

 Actual Salary £15,387 to £16,985 

Hours: 35 hours per week during term time only. (8:40am – 4:10pm) 

Job purpose: To provide cover supervision for absent teaching staff in a safe and 

secure learning environment. To undertake other non-teaching duties as directed 

during non-cover lessons. 

Post(s) responsible to: School Operations Manager and Headteacher 

Line Manager: Operations Manager 

 



Duties outside the classroom 

 Undertake document and report preparation, storage, format, retrieval, amendment 

and transmission using IT skills and a range of technology including SIMS and 

Microsoft Office to support information processing and communication. 

 Collate routine information for reviews from a number of sources, within the school 

and from outside the school to a specific deadline. 

 Process, format and assemble documents records, information and data. 

 Undertake exam invigilation under the supervision of the Examinations Officer (both 

internal and external). 

 Supervise the isolation room – for those pupils who have been removed from a 

lesson. 

 Undertake a break duty along with other members of staff. 

 Produce displays in classrooms and around the school. 

 Be available to support the administration team. 

 Support after school activities/visits where appropriate. 

Health & Safety 

 To ensure compliance with agreed Health & Safety Policy. 

 To ensure that all accidents and incidents are reported, including notifiable diseases. 

 To ensure the security and safety of pupils at all times. 

General Responsibilities 

 To work as part of the Cover and other Departmental Teams 

 Be aware of and comply with school policy and procedures 

 Be aware of and support difference and ensure all pupils have equal access to 

opportunities to learn and develop 

 Contribute to the overall ethos/work/aims of the school 

 Ensure the safe organisation of learning activities and the physical teaching space 

and resources for which they have responsibility 

 Attend and participate in regular meetings 

 Participate in training and other learning activities as required 

 Be aware of confidential issues linked to home/pupil/teacher/school work and to keep 

confidences as appropriate. 

 

Any other curriculum duties which may reasonably be regarded as within the nature of the 

duties and responsibilities/grade of the post as defined, subject to the proviso that normally 

any changes of a permanent nature shall be incorporated into the job description in specific 

terms, following consultation with the Recognised Trade Unions. 

 

This job description may be reviewed at the end of each academic year or earlier if 

necessary. In addition, it may be amended at any time in consultation with the post holder. 

The post holder will be expected to participate in the School’s performance management 

programme for support staff and to participate in appropriate staff training and development 

activities. 

 

This School is committed to safeguarding and promoting the welfare of children and young 

people and expects all staff and volunteers to share this commitment 
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