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Job Description

	Key purpose of the role
	
	Enable the Trust to realise its mission to ‘Transform lives, strengthen communities and make the world a better place by supporting SEND students through the provision of high-quality administration.

	
	
	

	Your responsibilities

	
	· The main purpose of the job is to assist the SENDCo in the effective coordination and efficient management of the Learning support room within the school. This will involve working alongside students who make use of the room for sensory breaks and timetabled interventions throughout the school day. 
· The Learning support coordinator will understand the needs of our pupils with SEND and work to support them in those areas of need including supporting with literacy, numeracy, understanding and regulating emotions and forming positive friendships.
· The job will also involve, under the supervision of the SENDCo, working closely with students, their parents/carers, other staff and outside agencies to identify, assess and plan to meet the needs of students. 
· The core aim of a SEND team is to ensure we are an inclusive school that meets the needs of all learners.  The team work alongside teachers with guidance from the SEND leadership team to ensure the best provision is created for all our pupils.
· To regularly provide feedback to the SENDCo about the systems in place to identify and meet the needs of students who use the Learning Support room. 
· To identify, plan for and intervene with pupils who need support. 
· To deliver interventions. 
· To contribute to monitoring and evaluation of impact.
· To liaise with pupils, teachers, support staff, parents, and outside agencies as required.
· To create resources as necessary for interventions.
· To contribute to the Equality Committee as required as part of the school’s Equality Policy.
· To support individual pupils, small groups through interventions.
· Using agreed systems, to evaluate the effectiveness of interventions.
· To collect and circulate advice as relevant.

	
	
	· Support the wider administration team to offer resilience and provide cover where needed.

	
	
	· Maintain an up-to-date knowledge of the procedures and processes for safeguarding the welfare of children and actively promote best practice. 

	
	
	· Proactively promote the school, leading tours for prospective parents/carers as necessary

	





	
	

	Other Duties
	
	

	
	
	· All staff must commit to Equal Opportunities and Anti-Discriminatory Practice.
· The Trust operates a Smoke-Free Policy and the post-holder is prohibited from smoking in any of the Trust buildings, enclosed spaces within the curtilage of buildings, and Trust vehicles. 
· To partake in the school-wide enrichment program.
· The post-holder will be expected to have an agreed working pattern to ensure that all relevant functions are fulfilled through direct dialogue with employees, members of other agencies and community members. 
· The post-holder is expected to familiarise themselves with and adhere to all relevant Trust and School Policies and Procedures.
· The post-holder must comply with the Trust’s Health and Safety requirements specifically for the school they are working at
· This post is based at St James School but the post holder may be required to move their base to any other location within the Trust upon request
· The duties of this post may vary from time to time without changing the general character of the post or level of responsibility entailed. 
· To undertake additional duties as required, commensurate with the level of the job.
· To attend Awards Evenings and Celebration Events.





Head of Learning Support (Grade D)
Person Specification

	
Qualifications
	
	· NVQ3/A Level in a relevant discipline or an equivalent level of knowledge and experience.
	
	Essential

	
	
	· GCSE (or equivalent) in English and Maths
	
	Essential

	
	
	
	
	

	Experience
	
	· Experience in school setting with learners on the SEN register 
	
	Essential

	
	
	· Experience delivering small group interventions to SEND students
	
	Desirable

	
	
	
	
	

	


Key skills
	
	· Maintain confidentiality and adhere to Data Protection regulations at all times
	
	Essential

	
	
	· Excellent organisational skills and ability to meet deadlines
	
	Essential

	
	
	· Good knowledge of ICT
	
	Essential

	
	
	· Able to use own initiative
	
	Essential

	
	
	· Excellent team player
	
	Essential

	
	
	· Able to fulfil all aspects of the role with confidence and fluency in English
	
	Essential

	
	
	
	
	

	

Values
	
	· Ambitious: works hard, has the highest standards and is positive for the future.
	
	Essential

	
	
	· Selfless: is self-aware and emotionally intelligent to be able to support self and others to thrive.  Works selflessly to support the Trust’s mission and strategic priorities.    
	
	Essential

	
	
	· Collaborative: builds strong relationships and networks.
	
	Essential
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