
                             Office Administrator

SEN LSA 1:2:1 / MSA (Primary)

April 2023





Dear Candidate,

Thank you for expressing an interest in the post of SEN LSA 1:2:1 / MSA at our primary site.

From September 2018 The Bay CE School opened as an all-through school providing education for students aged 4 to 16 years old.  
The school has two sites and these roles are situated on the Primary site. 

LSA: 27.5 hrs per week (term time only)
Hay 5A-E, £14,322 - £14,584 gross per annum (actual salary)

MSA: 2.5 hours per week (term time only)
Hay 1A-E, £1,189 - £1,211 gross per annum (actual salary)

Fixed term contract linked to pupil with an EHCP

We are looking to appoint a self-motivated Learning Support Assistant / MSA to join our dedicated team, supporting pupils in our 
primary school.

This role is varied, and we are looking for a Learning Support Assistant who can make a difference to our pupils. You must be 
passionate about children and have an enthusiasm for supporting pupils with special education needs.

We are seeking a committed individual who are receptive, can adapt and be resilient to different situations, and deliver high quality 
support for learning activities.

How to Apply

Interested candidates can download an application pack from our website: bayceschool.org or via email at 
recruitment@bayceschool.org .

Closing date for applications: Monday 17th April 2023 @ 12 noon 
Interviews: Week commencing 24th April 2023

Completed application forms should be e-mailed to recruitment@bayceschool.org or posted 
FAO: Mrs L Highmore, HR Business Partner, The Bay CE School, The Fairway, Sandown, Isle of Wight, PO36 9JH.

All applications will be acknowledged upon receipt. Please note we are unable to accept CVs and only fully completed application 
forms will be accepted. We reserve the right to close this advert early should we receive sufficient applications.

As part of safer recruitment, online searches will be carried out for shortlisted candidates, references will be requested
prior to interview and an enhanced DBS check (with children’s barred list check) will be required for successful applicants.

The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and 
volunteers to share this commitment. This post is exempt from the Rehabilitation of Offenders Act 1974.

Should you have any queries, please do not hesitate to contact me.
 
Yours Sincerely

April 2023

Mr Duncan Mills                               
Executive Headteacher                 



Job Description

Identifying Facts

Job Title:   Learning Support Assistant
Directorate:   Education
Section:   Learning Support 
Responsible to:   Classteacher : SENCO

Working under guidance – provide support in 
addressing the needs of pupils who need 
particular help to overcome barriers to learning

To contribute to the overall vision and ethos of 
the school ensuring the best standards possible 
for students and staff.

 

Job Purpose

1. Promote equality as an integral part of a role and treat everyone with fairness and dignity.
2. To develop and maintain a generic skill set that allows the Isle of Wight Council to employ your skills, 

abilities and experience across the Council and its formal partnerships as needed.

Support for pupils:

1. Provide pastoral support to pupils.
2. Receive and supervise excluded from, or otherwise not working to, a normal timetable.
3. Attend to pupils’ personal needs and provide advice to assist in their social, health and hygiene 

development.
4. Participate in comprehensive assessments of pupils to determine those in need of particular help.
5. Assist the teacher with the development and implementation of Individual Education / Behaviour / Support 

/ Mentoring plans.
6. Support provision of support for pupils with special needs.
7. Establish productive working relationships with pupils, acting as a role model.
8. Develop 1-2-1 mentoring arrangements with pupils and provide support for distressed pupils.
9. Promote the speedy / effective transfer of pupils across phases / integration of those who have been 

absent.
10. Provide information and advice to enable pupils to make choices about their own learning / behaviour / 

attendance.
11. Challenge and motivate pupils, promote and reinforce self-esteem.
12. Provide feedback to pupils in relation to progress, achievement, behaviour, attendance, etc.



Support for Teachers:

1. Liaise with feeder schools and other relevant bodies 
to gather pupil information.

2. Support pupils’ access to learning using appropriate 
strategies, resources etc.

3. Work with other staff in planning, evaluating and 
adjusting learning activities as appropriate.

4. Monitor and evaluate pupils’ responses and 
progress against action plans through observation 
and planned recording.

5. Provide objective and accurate feedback and 
reports as required, to other staff on pupils’ 
achievement, progress and other matters, ensuring 
the availability of appropriate evidence.

6. Be responsible for keeping and updating records as 
agreed with other staff, contributing to reviews of 
systems / records as requested.

7. Assist in the development and implementation of 
appropriate behaviour management strategies.

 

8. Establish constructive relationships with parents / carers, exchanging information, facilitating their support 
    for their child’s attendance, access and learning and supporting home to school and community links.

9. Assist in the development, implementation and monitoring of systems relating to attendance and 
   integration.

10. Clerical / administrative support e.g. dealing with correspondence, compilation / analysis / reporting on 
    attendance, exclusions etc., making phone calls etc.

Support for the Curriculum:

11. Implement agreed learning activities / teaching programmes, adjusting activities according to pupil 
    responses / needs.

12. Be aware of and appreciate a range of activities, courses, organisations and individuals to provide 
     support for pupils to broaden and enrich their learning.

13. Determine the need for, prepare and use specialist equipment, plans and resources to support pupils.

Support for the School:

14. Be aware of and comply with policies and procedures relating to child protection, health, safety and 
     security, confidentiality and data protection, reporting all concerns to an appropriate person.

15. Be aware of, and support difference, ensuring pupils have equal access to opportunities to learn and 
     develop.

16. Contribute to the overall ethos / work / aims of the school.

17. Establish constructive relationships and communicate with other agencies / professionals, in liaison with 
     the teacher, to support achievement and progress of pupils.

18. Attend and participate in regular meetings.

19. Participate in training and other learning activities as required



JOB TITLE: Office Administrator 
GRADE: 

DEPARTMENT: Education
POST NO: 

20. Recognise own strengths and areas of expertise and use these to advise and support others.

21. Assist in the supervision, training and development of staff.

22. Implement planned supervision of pupils out of school hours.

23. Supervise pupils on visits, trips and out of school activities as required.

Generic quality statement:  The Isle of Wight Council expects that its staff will adhere to its policies and procedures.  All 
members of staff are expected to be familiar with procedures and undertake appropriate activities to support their learning and 
development.

Safeguarding - The Isle of Wight Council is committed to safeguarding and promoting the welfare of children and vulnerable 
adults and operates stringent safer recruitment practices.  

Diversity and Equality - All employees are expected to treat others with dignity and respect.

Health and Safety - The Isle of Wight Council has a duty to protect employees and all employees have a duty to protect 
themselves and others from harm as far as is reasonably practicable.

Data Protection and ICT Security – All employees are required to ensure that any information or data collected or input in to a 
Council system complies with the standards set out and any associated processes that are specific to an area of work.

This job description is correct as at the date given above.  In consultation with the postholder it is liable to variation by 
management to reflect or anticipate changes to the job.  As a term of employment the postholder may be required to 
undertake other duties in this post or, following consultation, any other post in any of the Isle of Wight Council's Directorates.



Personal Specification

JOB TITLE: Learning Support Assistant               Department: Education 

GRADE:                                                                     Post No:




