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CONSTRUCTION SKILLS VILLAGE 
 

 
JOB DESCRIPTION 

 
 
Post Title:    Pastoral Mentor   
 
Department:   Construction Skills Village 
 
Reporting to:                  Quality and Curriculum Manager 
 
Salary:    19-23K per annum  
 
Hours:    Full Time (37.5 Hours) 
 
Summary of the Post  
 
The post holder will contribute to the effective delivery of a varied programme of personal and 
curriculum support for all learners. The post holder will actively promote social inclusion 
working with individuals or small groups of learners to ensure that they are able to access 
Construction Skills Village and the curriculum. The role will involve working with groups of 
learners including, but not exhaustive to apprentices, study programme, adults and 14 –16 
learners. 
 

Main Duties  
 

1. Identify, through communication with subject trainers, parents, guardians and external 
agencies, employers, at-risk learners. 

 
2. To listen to learners and embed a solution focussed approach to barriers to learning. 

 
3. To develop strategies to help learners who are underperforming to understand why 

and to seek solutions. 
 

4. To contribute to the retention and achievement of learners  
 

5. To manage behaviour of learners within a classroom setting, real work environment 
and across the Construction Skills Village 

 
6. To work with learners in 1-1 or small groups to implement strategies to support 

building of self-esteem and confidence. 
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7. To develop small group activities to foster peer support, anger management sessions 
etc. 

 
8. To support transition from School to further education or from year to year for 

learners already identified as at-risk. 
 

9. To support learners in setting targets and monitoring outcomes to encourage success. 
 

10. To communicate effectively with parents/guardians, employers and external agencies 
in regard to the learners progress or support needs. 

 
11. To offer pastoral support and guidance for academic and personal issues 

 
12. Offer advice and guidance on course and to aid progression 

 
13. Act as a learning mentor to support learners in addressing barriers to success 

 
14. To monitor, review and record learner achievement 

 
15. Make referrals to appropriate support services 

 
16. To prepare reports for the Senior Management Team as and when required 

 
17. Monitor attendance and punctuality 

 
18. To model and promote positive behaviours for learners 

 
19. Support the learner to complete the ILP, set targets and review 

 
20. Use motivational dialogue to engage the learner in the learning process 

 
21. Prepare course materials (e.g. SOW, LP) to include a focus on study skills and careers 

guidance 
 

22. Prepare effective and useful group tutorials 
 

23. To supervise or work with others to supervise learners on work placements 
 

24. Ensure appropriate application of the Behaviour Support & Disciplinary Policy and 
Process 

 
25. Any other duties commensurate with the grade as appropriate 

 
Standard duties in all Construction Skills Village Job Descriptions 
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1. Engage in the implementation and management of all quality systems & procedures 
 

2. Show a commitment and actively promote diversity, equal opportunities and anti-
discriminatory practices and ensure that these are fully embedded within the 
curriculum together with ensuring that any issues/ concerns are appropriately 
addressed. 
 

3. Show a commitment to ensuring that children, young people and vulnerable adults 
learn in a safe environment  

 
4. Participate in relevant and appropriate training and development as required 

 
5. Ensure that all information is secured, used and maintained in line with internal and 

external standards including ensuring that confidential information is processed in line 
with the Data Protection Act and Northern Regeneration CIC policies 
 

6. Ensure Northern Regeneration CIC and the Construction Skills Village is appropriately 
safeguarded in line with the appropriate policies and procedures at all times  
 

7. Participate in the marketing of activities for the benefit of the construction industry, 
Construction Skills Village and learners as required  

 
8. Be aware of and abide by the Constructions Skills Village health and safety procedures 

and associated policies and contribute to the risk assessment / method statement 
process including enforcing the wearing of full PPE as appropriate 
 

9. Work collaboratively with the team to ensure the needs of the learners are met at all 
times 
 

10. Comply with Awarding Organisations requirements for all qualifications offered 
 

11. Carry out such other duties as requested by the Quality and Curriculum Manager 
 

Method of Working 
 
Northern Regeneration expects all staff to work effectively as part of a team or teams, 
delivering high quality education and support to staff and learners.  As a minimum this 
requires dealing with people politely and tactfully, communicating with colleagues and 
learners both formally and informally, offering guidance and information in accordance with 
Northern Regeneration’s guidelines, policies and procedures when requested and 
contributing to the maintenance of the Construction Skills Village environment. In order to do 
this staff are expected to make themselves aware of the relevant policies and procedures. All 
staff are required to maintain confidentiality as required.    
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Public Relations 
 
Considerable importance is attached to the public relations aspect of all work undertaken by 
Northern Regeneration CIC and the Construction Skills Village staff. It is a prime objective 
therefore that staff will at all times project to the public the image of Northern Regeneration 
CIC and the Construction Skills Village as keen to assist wherever possible, and positively 
promote the work that is carried out across its services.  
 
Please Note: 
 
Northern Regeneration CIC meets the requirements in respect of exempted questions under 
the Rehabilitation of Offenders Act 1974, all applicants who are offered employment will be 
subjected to a disclosure from the Criminal Records Bureau before the appointment is 
confirmed. This will include details of cautions, reprimands or final warnings, as well as 
convictions. Further information on disclosure can be obtained from www.disclosure.gov.uk 
Northern Regeneration CIC is committed to safeguarding children, young people and 
vulnerable adults. It is also committed to the ‘Prevent Duty’ and the requirement to prevent 
people being drawn into terrorism and expects all staff to share these commitments. 

http://www.disclosure.gov.uk/
http://www.disclosure.gov.uk/
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PERSON SPECIFICATION: Pastoral Mentor 
 
Guidance Notes:  Please see the Essential and Desirable criteria required for the specific post that is being advertised.  This document 
will form part of the recruitment process. 
 
Specification Essential Desirable Examples Measured 

by 
Education and 
Training 
Formal qualifications 
and relevant training 

1. GCSE Maths and English Language 
(or equivalent) 

2. PTTL’s (or willingness to work 
towards) 
 

1. A vocational qualification in 
Learner Support 
 

CV 
Documentary 
Evidence 
References 

Relevant Experience 
 

1. Experience of working with learners  
2. Experience of supporting learners in 

a classroom environment 

1. Experience of working with learners 
with learning difficulties or support 
needs 

CV 
Interview   
Performance of 
task/test at interview  

Skills and Knowledge 
 

1. Good IT skills  
2. Excellent record keeping and ability 

to produce excellent written 
information 

3. Ability to motivate and lead learners 

1. Ability to plan and prioritise work 
and that of learners 

2. To plan and facilitate groups of 
learners 

3. Ability to deal with the complex 
needs of learners 

CV 
Interview   
 

Personal Qualities 
 

1. Highly effective communication skills 
2. Ability to liaise effectively with 

teachers and other members of staff 
3. Flexible approach to working  

 
 

Interview 
Performance of 
task/test at interview 
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Suitability to work 
with children, young 
people and vulnerable 
adults 
 

1. Motivation to work with children, 
young people and vulnerable adults 

2. Ability to form and maintain 
appropriate relationships and 
personal boundaries with children, 
young people and vulnerable adults 

3. Emotional resilience with challenging 
behaviours 

 Interview 
References 
DBS Checking Service 

Please note that the Northern Regeneration CIC expects regular and reliable service from staff and does not wish to appoint 
individuals with a high sickness record where there is no underlying medical reason. Please note this does not affect any individual’s 
rights under the Equality Act; and Northern Regeneration CIC would wish to promote the recruitment of disabled staff and would 
endeavour to make reasonable adjustments where practical. Disabled staff who meet the essential criteria will be guaranteed an 
interview. 


