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Job Description


	Job Title: 
Supervisory Assistant
	Department:  Boleyn Trust


	Division/Section:
Monega Primary School 

	Job Number:

	Grade: 2

Scale point : 3-4
	Date last updated:  January 2026



	EQUALITY AND DIVERSITY

	We are committed to and champion equality and diversity in all aspects of employment with the Boleyn Trust.  All employees are expected to understand and promote our Equality and Diversity Policy in the course of their work.  


Overall Purpose of Job

To assist the Head Teacher as required, in order to care for the safety and well-being of pupils staying for a school meal.
Job Context
1. Postholder will have no direct supervisory/management responsibility.

2. Postholder will be accountable to the Head teacher / Senior Supervisory Assistant.
Key Tasks and Accountabilities

Key tasks and accountabilities are intended to be a guide to the range and level of work expected of the postholder.  This is not an exhaustive list of all tasks that may fall to the postholder and employees will be expected to carry out such other reasonable duties which may be required from time to time.

3. To ensure orderly behaviour and conduct in the Dining Hall and promote participation in games and exercise in the playgrounds.

4. To assist pupils when they are unable to assist themselves.
5. To supervise children 1:1 if required in the dining hall and assist them with eating their lunch and tidying away.
6. To supervise the pupils in the playgrounds ensuring their safety and intervening if necessary in solving minor problems.
7. To supervise pupils in the playground or in the school during inclement weather, under the direction of the Head Teacher or Deputy Head Teacher.
8. To report any safeguarding issues to the Designated Safeguarding Lead/ Deputy DSL following school protocol and systems for reporting.
9. To complete any training relevant to the post.

10. Such other duties, within the competence of the postholder, which may be required, reasonably, from time to time. 

Person Specification 

	Job Title:

Supervisory Assistant 
	Department:

Boleyn Trust


	Division/Section:

Monega Primary School
	Job Number:

	Grade: 2
Scale point 3-4
	Date last updated: 
January 2026



	IMPORTANT INFORMATION FOR APPLICANTS

	The criteria listed in this Person Specification are all essential to the job.  Where the Method of Assessment is stated to be the Application Form, your application needs to demonstrate clearly and concisely how you meet each of the criteria, even if other methods of assessment are also shown.  If you do not address these criteria fully, or if we do not consider that you meet them, you will not be shortlisted.  Please give specific examples wherever possible.

 


	CRITERIA


	METHOD OF ASSESSMENT

	EQUALITY AND DIVERSITY

	We are committed to and champion equality and diversity in all aspects of employment with the Boleyn Trust.  All employees are expected to understand and promote our Equality and Diversity Policy in the course of their work.  

	KNOWLEDGE:

· Knowledge of an ability to supervise children.

· Ability to understand children’s behaviour and to respond to their needs in varying circumstances.

· Understanding of basic issues of hygiene and child safety.

· Ability to act quickly and responsibly in the event of accidents or untoward circumstances.

· Ability to communicate well with children.

· Ability to undertake all duties in line with the Boleyn Trust ‘s Equal Opportunities 
	Application Form/ Interview/ Certificate/Test (delete as applicable)




	QUALIFICATIONS:
No formal qualifications 
	Application Form/ Interview/ Certificate/Test (delete as applicable)



	EXPERIENCE:
· Experience of dealing with children either in a domestic or work environment.


	Application Form/ Interview/ Certificate/Test (delete as applicable)



	SKILLS AND ABILITIES:

To demonstrate clear communication
Ability to work effectively as part of a team

Ability to work on own initiative


	Application Form/ Interview/ Certificate/Test (delete as applicable)



	PERSONAL STYLE AND BEHAVIOUR:

Demonstrate a professional approach and commitment to working with children.
Flexible and proactive approach to the role of Supervisory Assistant
Able to maintain confidentiality and sensitively in all circumstances


	Application Form/ Interview/ Certificate/Test (delete as applicable)

	OTHER SPECIAL REQUIREMENTS:
None

	Application Form/ Interview/ Certificate/Test (delete as applicable)


