
 

 

 

Connell Co-op College 
Progression Tutor 

 
 

The role 

This role is an essential part of how Connell Co-op College ensures that students progress 
to aspirational destinations. Students at Connell Co-op College currently progress to 
university at a rate significantly above the national and local average. Your primary 
responsibility will be to meet with students in small groups or one-to-one to support them 
with a successful transition to sixth form life, progression into year 13 and the UCAS/next 
steps process as they plan for life after college. This role will give you a real opportunity to 
be a catalyst for social change helping disadvantaged students reach university or other 
aspirational destinations.  
 
More generally, you will provide support to students with their academic and personal 
development 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. You will provide operational support to the Director of 
Student Progress, as appropriate, and to work with colleagues within the Progress Tutor 
team flexibly and as required.  
 
The opportunity to work towards additional qualifications in careers advice and guidance 
would be available if desired. 
 

Duties and responsibilities 

 
⮚ To support students in a successful transition to sixth form life, ensuring they are on the 

right courses for their chosen vision 
 
⮚ To provide information and offer impartial advice/guidance on future plans, and facilitate 

access to specific careers advice where more specialist knowledge is needed. 
 

⮚ To help with the change of course process. 
 

⮚ To conduct a programme of one-to-one academic and pastoral 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, as directed.   
 

⮚ To conduct a programme of one-to-one progression meetings to ensure students have 
appropriate plans for their next steps as they enter year 13  

 
⮚ To support students through the completion of Higher Education and employment 

applications and be responsible for producing coherent academic references for 
students utilising individual academic references and knowledge of each individual 
students aspirations and experiences.  

⮚ To quality assure the accuracy and appropriateness of individual UCAS applications, 
including course choices, personal statements and references 

 



 

⮚ To be part of the destinations team, ensuring all students have an appropriate 
destination when they leave the college 
 

⮚ Updating and maintaining the the stock of resources for the careers library 
 

⮚ Work with the Director of Student Progress to maintain relationships with partner 
universities and employers 
 

⮚ To work with the Director of Student Progress on widening participation schemes 
 

⮚ To support the work of the wider careers team, to support the college in maintaining our 
performance against the Gatsby Benchmarks and the criteria of the Quality in Careers 
Award. 

 
⮚ To provide advice and support to students following the publication of external 

examination results.   
 
⮚ To support Careers events and trips that enhance students’ progression opportunities. 

 
⮚ To participate in appropriate college activities, which include welcome evenings, open 

evenings, parent evenings, enrolment and induction.   
 
⮚ To refer students, where appropriate, to additional learning and specialist support. 
 
⮚ To be involved in school liaison and in interviewing prospective students. 

 
⮚ Work as part of the College Mental Health First Aider team (training for this qualification 

can be provided) 
 
⮚ To attend Progress Tutor meetings, and meet regularly with the Directors of Student 

Progress to discuss individual student guidance and support issues and concerns.   
 
⮚ To attend all meetings and training specific to progress tutoring.  
 
⮚ To develop own expertise that will benefit the whole pastoral/student support team. 
 
⮚ To attend any necessary training and/or development as the role demands. 

 
⮚ To provide supervision in communal student areas as directed 

 
⮚ To support the Safeguarding and wider pastoral team as directed when the need arises 

 
 

The duties of this post may vary from time to time without changing the general character of 
the post or of the level of responsibility within it. 
 
 
  



 

 

Person specification 

 Essential Desirable 

Qualifications

, Training. 

Minimum 5 A*-C GCSEs including English and Maths. 
 
Degree Level qualification 
 

Any other relevant 

qualifications or 

training. 

 Qualifications 

relating to careers 

Relevant 

experience. 

Experience of working with young people. 

Managing workload and meeting strict deadlines. 

Experience of writing references or similar documents for 
high stakes purposes 

 

Experience of 

working in education. 

Experience of the 

UCAS process/other 

recruitment process 

Experience of 

delivery to groups in 

any setting. 

Knowledge, 

skills, 

abilities. 

Ability to work under pressure and stay calm at all times. 

Self-confidence and the ability to deal with difficult 
situations. 

A thorough, meticulous approach to all tasks. 

Self-motivated. 

Excellent oral and written communication skills. 

Excellent organisational skills. 

Empathetic towards students and staff. 

A total commitment to issues of confidentiality and 
ensuring that others do so. 

Ability to work as part of a team. 

Ability to plan, organise and prioritise work schedule. 

Very good ICT skills 

 

Safeguarding Commitment to demonstrating a responsibility for 
safeguarding and promoting the welfare of young people. 
 
DBS clearance. 
 

 



 

Others Commitment to the aims and ethos of the College. 

Willingness to carry out duties at College afternoon or 
evening events and occasionally at weekends. 

Smart, professional appearance. 

Ability to show tact and discretion. 

Willingness to represent the College. 

Flexibility and a willingness to be involved in change as 
the College develops. 

Commitment to further training and development. 

A genuine commitment to improving the quality of 
provision for students and staff at the College. 

A positive approach to challenges. 

Willingness to be 

involved in extra-

curricular activities 

 
 
This post is subject to an enhanced DBS check.  We value variety and individual differences, 
and aim to create a culture, environment and practices at all levels which encompass 
acceptance, respect and inclusion. All our colleagues are expected to demonstrate a 
commitment to co-operative values and principles, and the Ways of Being Co-op. 
 


