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JOB DESCRIPTION
Responsible to: - SENCO. Liaise with all teaching and support staff, pupils, parents/guardian and carers, relevant agencies and support services.

Job Purpose

· To work as a member of the department/classroom team addressing learning needs of individual or groups of identified pupils.

· To support, learning, social, personal care and welfare needs of pupils.

· To support both pastoral curriculum and the academic curriculum.

MAIN DUTIES AND RESPONSIBILITIES

Support for SENCO

· Liaise sensitively and effectively with parents/carers as agreed with the SENCO/Teacher within your role/responsibilities and prepare and participate in feedback sessions/meetings with parents/other agencies as directed.

· Assist in monitoring and evaluating pupil’s responses to learning activities, behaviour initiatives, through observation, support activities and teacher liaison.

· To assist with recording achievement against planned targets and objectives for behaviour and learning.

· To assist the teacher in the whole planning cycle and the preparation and management of teaching and learning resources.

· Supervise pupils on visits and trips as may be reasonably directed.

· Provide clerical/admin support e.g. dealing with correspondence, making phone calls regarding attendance, behaviour etc.

· To undertake any other duties as may reasonably be required commensurate with the post.

Support for pupils
· Supervise and provide particular support for pupils, including those with special needs, ensuring their safety and access to learning activities.

· Assist with the development and implementation of individual Education/Behaviour Plans and Personal Care Programme.

· Establish constructive relationships with pupils and interact with them according to individual needs.

· Promote the inclusion and acceptance of all pupils.

· Encourage pupils to interact with others and engage in activities led by the teacher.

· Set challenging and demanding expectations and promote self-esteem and independence.

· Provide feedback to pupils in relation to progress and achievement under guidance of the teacher.

Support for the teacher
· Create and maintain a purposeful, orderly and supportive environment, in accordance with lesson plans.

· Use strategies in liaison with the teacher and pastoral team, to support pupils to achieve learning goals.

· Assist with the planning of learning activities.

· Monitor pupil responses to learning activities and accurately record achievement/progress as directed.

· Provide detailed and regular feedback to teachers on pupil’s achievement, progress and problems.

· Promote good pupil behaviour, dealing promptly with conflict and incidents in line with established policy and encourage them to take responsibility for their own behaviour.

· Establish constructive relationships with parents/carers.

· Provide clerical support e.g. photocopying and general administration.

Support for the curriculum
· Deliver structured and agreed learning activities, adjusting according to pupil responses.

· Support the use of ICT in the learning activities.

· Prepare, maintain and use those resources required to meet the relevant learning activity and assist pupils in their use.

Support for the school
· Be aware of and comply with policies and procedures relating to child protection, health and security, confidentiality and data protection, reporting all concerns to the appropriate person.

· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop.

· Contribute to the overall ethos and aims of the school.

· Appreciate and support the role of other professionals.

· Attend and participate in relevant meetings as may be reasonably directed.

· Participate in training, other learning activities and performance management as may be reasonably directed.

· Assist with the supervision of pupils out of lesson times and within the withdrawal unit as may be reasonably directed, including lunchtime supervision and activities.

· Accompany teaching staff and pupils on visits, trips and out of school activities and take responsibility for a group under the supervision of the teacher as may be reasonably directed.

CONDITIONS:
Fixed term contract from 7th September 2011 until July 2012

HULME HALL GRAMMAR SCHOOL

PERSON SPECIFICATION

POST TITLE :
Learning Support Assistant

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	SKILLS, KNOWLEDGE AND APPTITUDE


	· Excellent communication skills both written and verbal

· Ability to prioritise work load

· Accurate record keeping and data entry

· Knowledge of Microsoft Word, Email and Internet 

· Attention to detail


	· Knowledge of other Microsoft Office packages 


	· Application form

· Interview

· References

	QUALIFICATIONS AND TRAINING


	· Minimum of GCSE Level English or Maths

	· Degree
· Understanding of dyslexia
	· Application form
· Certificates


	EXPERIENCE


	· Training will be given

	· Experience of working in an educational setting


	· Application form

· Interview

· References

	ADDITIONAL FACTORS


	· Patience and understanding of issues related to young people

· Ability to communicate confidently at all levels from students to senior leaders

· Be able to handle problems positively and calmly

· Flexible approach to work

· Willingness to participate in departmental meetings, Open Mornings and Assessment Mornings.

· Ability to work as a team member.
	· Good sense of humour!

· Enthusiasm
	· Application form

· Interview




