	Canons High School 

Job Description

 This Job Description is not necessarily a comprehensive definition of the post. It will be reviewed at intervals and it may be subject to modification or amendment at any time after consultation with the holder of the post. 

	

	Post Details: Learning Support Assistant
Scale: H3 5-6 



Responsible to:
Faculty Leader    
Responsible for:
n/a
Salary: 

H3 £24,804 to £25,212 pa (incl LW) pro rata



(Actual salary £17,106 - £17,388)
Hours:
29.16hpw - term-time only
JOB OVERVIEW

· To work with a range of students giving priority to those who need the most help, especially those subject to a statement and others with learning and/or language needs   

· To support identified individuals in accessing the social and academic curriculum in the most effective way, ensuring this is appropriate to their needs and understanding.

1. Key responsibilities:

· To be aware of the learning and language needs of the students with whom he/she works (including needs relating to their emotional and social development)
· Maintain records of support

· Contribute to Annual Review meetings as required

· Encourage students to make best use of the human and technological resources available to them

· Support students in both practical and theory lessons, one-to-one, or in a small group, e.g. partner work during a skill session in a Practical PE lesson.

· Act as a scribe and/or reader, in strict accordance with the guidelines, in internal and external examinations

· Perform administrative tasks as required

· To undertake other relevant tasks as required by the Head of Learning Development/Headteacher

· To provide support to ICT/Lunchtime Clubs – provide lunch time support to students using ICT3 or Room 5 
 
 
· To provide regular feedback to the Head of Learning Development, the student, the parents, teachers and other professionals, as appropriate, regarding progress made by individuals 

· To contribute to the maintenance of records and information systems, on behaviour, attendance and other related issues, both computerised and manual, with due regard for data protection and confidentiality
· To contribute to child welfare and protection, keep up to date with the latest procedures and regulations and ensure attendance at appropriate INSET training, meetings, etc 

· Work co-operatively and support the Academy’s Professional Review system

· Undertake any additional duties as required by the Head of Learning Development/Headteacher as reasonably correspond to the general character of the post and commensurate with its level of responsibility.

2. Other Duties and Accountabilities:
· Be aware of and comply with policies and procedures relating to child protection, health and safety and security, confidentiality and data protection, reporting all concerns to the Headteacher and/or Head of Learning Development

· Ensure compliance with your responsibilities as laid out in Canon's Equal Opportunity Policy and take an active role in promoting equality and diversity 
· Promote the school's policy on behaviour and punctuality for learning, and a commitment to providing a caring & stimulating environment, & improving standards for all pupils within the school. 
	This Job Description is not necessarily a comprehensive definition of the post. It will be reviewed at intervals and it may be subject to modification or amendment at any time after consultation with the holder of the post. 

Canons High School 

	Person Specification 

	Post Details: Learning Support Assistant

Scale: H3



	Education, Qualifications and Training
	Essential
	Desirable
	How Identified

	Good Literacy and numeracy – GCSE Maths and English or Equivalent
	Yes
	
	Application


	Experience
	Essential
	Desirable
	How Identified

	Experience of working with young people 
	Yes
	
	Application

Reference

Interview

	Previous experience of working to support students in an education environment 
	
	Yes
	Application

Reference

Interview

	Experience of working with data systems and on line materials and a knowledge and understanding of data security
	
	Yes
	Application

Reference

Interview

	Experience of working with a range of stakeholders in a service environment 
	
	Yes
	Application

Reference

Interview


	Knowledge, Skills and Abilities

	Essential
	Desirable
	How Identified

	Ability to engage constructively with, and relate to, a wide range of young people from different backgrounds
	Yes
	
	Application

Interview

	Competent in the use of IT
	Yes
	
	Application

Interview

	Ability to work independently and, at the same time, understand the value of team work and the overall strategy of the department, for the benefit of young people
	Yes
	
	Application

Interview

	Good communication & interpersonal skills
	Yes
	
	Reference

Interview

	Able to quickly establish positive working relationships with students, staff, parents and  a wide range of people from within and outside the school
	Yes
	
	Application

Reference

Interview

	Ability to handle difficult situations with sensitivity, confidentiality and discretion at all times, combined with a calm personality, a practical approach and sound judgement
	Yes
	
	Reference

Interview

	Ability to be a good role model to young people – demonstrate and promote positive values, attitudes and behaviour
	Yes
	
	Application

Reference

Interview

	Ability to maintain a non-confrontational approach
	Yes
	
	Application

Interview


	Other Requirements
	Essential
	Desirable
	How Identified

	Enthusiasm, energy and commitment 
	Yes
	
	Reference

Interview

	High expectations of all young people, respect for their social, cultural, religious & ethnic background, and a commitment to raising the achievement & self-esteem of all young people
	Yes
	
	Application

Interview

	A commitment to safeguarding & promoting the welfare of children and young people
	Yes
	
	Reference

Interview

	A willingness to undertake additional training, keep up-to-date with developments and changes in good practice
	Yes
	
	Application

Interview

	Awareness and adherence to relevant health & safety regulations and a commitment to equality of opportunity
	Yes
	
	Application

Reference

Interview

	List 99/DBS Checked
	
	Yes
	Application


