
October 2024 
 

Dear Applicant 

 

Thank you for your interest in the position of Educational Support Officer at Penryn College. Thank you for your interest in the position of Educational Support Officer at Penryn College. 
We require an Educational Support Officer to play an active part in ensuring that the College’s 
outcomes for students including high need SEN and behaviour students are achieved. In order 
to support and facilitate the wellbeing and progress for identified students this role will include 
working directly with students in the classroom or on a one to one or small group basis.  

 

You will be an active and resourceful part of an Educational Support team that delivers responsive You will be an active and resourceful part of an Educational Support team that delivers responsive 
and effective support to students, with the ability to build and sustain positive relationships with 
students and parents and to overcome barriers to learning both inside and outside school.  

 

You should have good literacy, numeracy and interpersonal skills, evidence of effective working 
with young people and high expectations for pupil’s achievements.  

 

This is a full-time, term time only position, with inset training days and an additional seven days This is a full-time, term time only position, with inset training days and an additional seven days 
to be worked throughout the year. These seven days will be used for working during the summer 
holidays for summer school, Stepping Stones day and after school for subject review, learning 
events, evening meetings and additional administration time.  

 

The hours 37 per week, Monday to Friday to be worked between 8:15am and 4:30pm, on a rota The hours 37 per week, Monday to Friday to be worked between 8:15am and 4:30pm, on a rota 
basis, with a 30-minute unpaid lunch break each day. The salary is proportionately reduced in the 
number of weeks worked during the year. The position is paid for 45.852 weeks per year. The role 
is paid on a grade F1 (£22,398) with a starting salary of £19.695.70 

 

The closing date for application forms is 4th November.  Interviews dates week commencing the 
11th November. 



Post:
Student Progress Officer

Grade:
F

Responsible to:
A+T� EST /ead  

Supervisory Responsibility:Supervisory Responsibility:
None

Important Functional Relationships:
Internal:  Curriculum Access Team, Teaching and Support Staff, Students, +ead of Departments, SEN Department,
+eadteacher, School /eadership Team, Premises Team 
External:  Parents, *overnors, External Support Services, Cornwall Council, Other Schools 

Main Purpose of Job:

To plan and deliver individualised skills development programmes, which could include %ehaviour, E/SA, Emotional +ealthTo plan and deliver individualised skills development programmes, which could include %ehaviour, E/SA, Emotional +ealth
and Wellbeing, ACE (TIS8.) and study skills.  /iteracy, Numeracy, Dyslexia,  Speech and /anguage, Autism, AD+D,  

To be the named EST /ead for delegated students (as directed by /ine Manager�A+T�SENCo). 

To liaise and meet with parents�carers, and external agencies. 

To collate information about needs�progress including keeping the /earning Plan(s) and passport(s) up to date, and attend
review meetings.  

Ensuring all members of staff are clear of /earning Plans and how to expedite them to have an impact in the classroom
and beyond. and beyond. 

To develop an understanding of the specific needs of the student(s) and become µexpert’ in recognising and unblocking
barriers to learning in literacy, numeracy, autism, dyslexia, behaviour, trauma�attachment. 

To enable the student to access lesson content, so that he�she can learn as effectively as possible, both in group situations
and on their own, taking into account the learning or emotional�behavioural need, or the sensory impairment. 

To support their acceleration of progress� academically, socially, emotionally recognising barriers to learning and helping the
student overcome them. 

Track and understand what progress looks like and be able to unpick and articulate and forensically examine. Track and understand what progress looks like and be able to unpick and articulate and forensically examine. 

To ensure each identified pupil reaches their targets each term through working with them directly�indirectly both in and out
of lessons. Where targets are not reached, put comprehensive plans with in place promptly to address this. 

Facilitate coaching to improve teaching and learning. 

Examples: clarifying and explaining instructions, motivating and encouraging the student, assisting in weak areas
(communication, literacy, numeracy etc.), helping student to concentrate on and finish work set, assisting other staff with
direct support. Developing resources that can be used by multiple staff across the Curriculum Access Team and Teachersdirect support. Developing resources that can be used by multiple staff across the Curriculum Access Team and Teachers
liaising with the teacher in devising appropriate programmes. 

 To establish a supportive relationship with the student(s) and treat them consistently, with respect and consideration.  

To engage the family of each identified pupil in the learning plan through regular contact, progress updates and celebration
of success. 

To encourage acceptance and integration of students with SEN�%ehaviour and thereby promote the inclusive ethos
within the college (via SMSC� assemblies�displays etc). 

To develop methods of promoting�reinforcing students
 self-esteem.  To develop methods of promoting�reinforcing students
 self-esteem.  

To support students during course related off site activities, when requested. 
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To maintain appropriate records of support as part of the college
s additional funding claim�assessment diagnostics. 

To assist with exam invigilation, for students who have particular access arrangements.  

To maintain a high level of awareness of the principles of safeguarding and child protection as they apply to

vulnerable students and report�record�act with immediacy.  

To support any student as identified either in the classroom, or in another classroom or in a breakout group

ensuring that the responsibility for the learning progression is held with the main class teacher (but that you

liaise closely to report on progress). liaise closely to report on progress). 

To develop and deliver appropriate individual programmes (with clear entrance and exit criteria). 

To record keep as appropriate.  

To participate in the evaluation of the support programme�any interventions. 

To assist in the preparation of materials, or the adaptation of materials for students with literacy�numeracy�sensory

impairments�speech and language or communication. 

5unning bespoke workshops for students and their parents. 

-oining specific transition evenings and events that gain a greater understanding of SEN�%ehaviour�SEM+-oining specific transition evenings and events that gain a greater understanding of SEN�%ehaviour�SEM+

and share knowledge. 

Complete investigations as directed. 

Any duties that are required to aid the smooth running of the /S8 and Skills Centre as directed by the Skills Centre

Manager. 

To be a school first aider, administering first aid and dispensing medically prescribed controlled drugs and to be

responsible for sick children and staff within the school.  

To lead a lunchtime duty to ensure the highest standard of behaviour. To lead a lunchtime duty to ensure the highest standard of behaviour. 

To be responsible for managing the implementation of whole school uniform policy and to take appropriate

action in the light of uniform referrals. 

To be aware of and work in accordance with the school’s child protection policies and procedures in order to

safeguard and promote the welfare of children and to raise any concerns relating to such procedures which may

be noted during the course of duty. 

To contribute to reviews of students
 progress. 

access testing). access testing). 

To attend relevant INSET. 

To be aware of and adhere to applicable rules, regulations, legislation and procedures including the Schools Equal

Opportunities Policy and Code of Conduct, national legislation (including +ealth and Safety, Data Protection). 

To maintain confidentiality of information acquired in the course of undertaking duties for the school. 

To be responsible for his�her own self-development on a continuous basis.  

Any other duties as may reasonably be allocated by the SENCO�Skills Centre Manager. 

To assist with the general administration of the SEN department, including the college
s screening proceduresTo assist with the general administration of the SEN department, including the college
s screening procedures

(inc. Dyslexia�exams 
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Interview

(ssential

Minimum of 3 years practical knowledge, skills and 
experience of working with pupils within a learning 
environment. 
Experience of supporting children in a learning 
environment with SEN�%ehaviour. 
Proven record in working with hard to reach and�or Proven record in working with hard to reach and�or 
vulnerable students, their parents and teachers. 

Minimum of education to A level or equivalent. 
*ood levels of literacy and numeracy to *CSE 
*rade 5 (C) or above or equivalent qualification in 
English /anguage and Maths.  
A good level of speech, language and A good level of speech, language and 
SEN�%ehaviour�SEM+ training. 
A good level of phonics and dyslexia training. 
A good understanding of behaviour�relationship 
remediation strategies. 

8nderstanding what limits progress for a students 
and how to overcome these barriers. 
.nowledge and creativity to plan an inspiring .nowledge and creativity to plan an inspiring 
programme based on a student’s needs to make 
academic progress despite their social and 
behavioural difficulties. 
Organisational skills to ensure plans are 
communicated and delivered to the highest possible 
standard. 
Communication skills to motivate difficult students Communication skills to motivate difficult students 
and parents to engage and take responsibility for 
their learning. 
Advocacy skills to involve, communicate and 
motivate staff to work with the most difficult students.  
Mentoring Skills.  
ICT skills ± able to support learning through ICT. 
.nowledge of statutory frameworks relating to .nowledge of statutory frameworks relating to 
teaching. 

Desirable

5elevant experience to 
include providing specialist 
support within speech and 
language�Autism and with 
specialist pupil groups. 

Child Protection training Child Protection training 

 

N94 3 in Mentoring (or 
equivalent, eg /earning 
Mentor training). 

 

Ability to use data to set Ability to use data to set 
targets for progress and 
to review achievement 
against these targets. 

 

.nowledge of a range .nowledge of a range 
of issues relevant to 
education and child 
development. 

 

Person
Specification
Relevant
([perience

(ducation and
7raininJ

SNills andSNills and
.noZledJe
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(ssential

Self-motivated, able to lead and motivate a team. 
An interest in pupils, ability to relate well to children 
and adults. 

Ability to work to deadlines and methodical 

approach to work.  

Able to work own initiative and have a flexible Able to work own initiative and have a flexible 

approach.  

Displays an awareness, understanding 

and commitment to the protection and 

safeguarding of children and young people. 

Desirable
Person
Specification

Personal
4ualities
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