	
Job Description

This form is used to provide a complete description of a specific job and defines the skills, knowledge and abilities required to undertake that job. 
	Role Profile

	The specific role profile provides key information relating to the salary and working conditions e.g. location of a job, along with the current focus of the job role and a brief description of the main duties.



	Job Title:
	Teaching and Learning Support Staff Manager (SEND)

	Salary Grade:
	BAND I – Pts 28– 31 
37 hours per week, term-time only plus 5 training days.
	JEID: SO148 

	School:
	Exhall Grange Specialist School 

	Primary Location:
	Exhall Grange Specialist School 

	Responsible to:
	Teaching and Learning Support Staff and Therapies Lead

	Responsible for:
	The line management of a team of support staff working with pupils. This team comprises cover supervisors, teaching assistants and lunchtime supervisors.

	Purpose of Role
	· The core purpose of the role is to enhance the quality of teaching and learning and to provide quality pastoral care as well as supporting the welfare of our pupils.
· To be responsible for the line management of a team of support staff working with pupils (cover supervisor, teaching assistants and midday supervisors) in order to enhance the quality of teaching and learning, the provision of pastoral care and welfare of pupils.   
· To manage the work of classroom-based support staff in accordance with their job descriptions, deal with any issues that arise concerning support staff and carry out support staff appraisals.
· To provide support for teaching and learning. 
· To be responsible for the organisation of relevant training for support staff and carry out the induction of new staff.
· To assist in the appointment of support staff.  
· To liaise with outside agencies where appropriate eg with regard to training and staff development
· To support with support staff rotas.

	Responsibilities
	The role will include all management and administrative functions necessary to the following duties:-
· Leading on the recruitment, induction and the training/mentoring of support staff
· Advising on the long-term deployment of support staff through the timetable and the short term, day-to-day deployment of staff in response to changing circumstances
· Monitoring the work and undertaking the development review of support staff
· Establishing and maintaining effective communication e.g. through staff meetings, notices, memos etc.  
· Organising staff to provide enjoyable recreational activities for pupils in their unstructured time
· Managing own continuous professional development



Person Specification

	The person specification provides a list of essential and desirable criteria (skills and competencies) that a candidate should have in order to perform the job. Each of the criteria listed below will be measured through; the application form (A), a test / exercise (T), an interview (I), a presentation (P) or documentation (D).



	Essential Criteria
	Assessed By;

	Hold a recognised and relevant qualification at NVQ level 3 (or equivalent) or have evidence of equivalent knowledge and experience. 
	A, D

	Minimum GCSE (or equivalent) English and Maths at grades A-C
	A, D

	Meet the national professional standards for Higher Level Teaching Assistants
	A, I

	Have additional training/qualifications in support for example relating to manual handling of pupils, support for medical needs and aspects of child development and the management of behaviours
	A

	Demonstrate skills of management /supervision to include organisational, leadership and motivational skills
	A, I

	Organise and lead staff training and conduct meetings effectively
	A

	Have good level of knowledge and understanding of SEND and areas of the curriculum
	A, I

	Have good communication and listening skills and be able to present information verbally and in writing to others
	A,I

	Can understand and support the curriculum
	I

	Understanding of school's policies and how they relate to local and national frameworks/policies (e.g. child protection, health and safety, equal opportunities, SEND).
	I

	Have understanding of and experience of IT
	A, I



	Desirable Criteria
	Assessed By;

	Have an understanding of SEND
	A, I

	Have worked with children and young people with social and communication difficulties
	A, I

	Be able to use basic sign language
	A

	Have attended further training on aspects of the curriculum or areas of specific special need
	A

	Confident to work across all key stages
	A, I

	Willingness to undertake medical competencies
	I



	We are committed to Safeguarding and promoting the welfare of all those we serve, as well as complying with best practice in the application of safeguarding. Therefore, as this role requires working with Children or Vulnerable Adults a Criminal Records Bureau (CRB) Disclosure will be required as part of the pre-employment checking process, and rechecking will be required as and when determined by the relevant policy.

	Working Conditions

	The working conditions relate to those non-contractual elements of the job that may impact on the holder of the position, as well as those workplace-based responsibilities that are part of this job. These are not contractual but provide a guide to the working conditions and the potential hazards and risks that may be faced.

	Health & Safety at Work

	To take responsibility for your own health, safety and wellbeing, and undertake health and safety duties and responsibilities for your role as specified within Warwickshire County Councils Health and Safety Policy, and all other relevant health and safety policies, arrangements, procedures, systems of work as specified for the post/ role.

	Potential Hazards & Risks

	The potential significant hazard(s) and risk(s) for this job are identified below. The purpose of recording this information on the job description is so that the health status of the potential and actual post-holders can be assessed with regard to the significant hazards and risks. These hazards and risks should be based on the appropriate activity, process and/or operation risk assessment whereby all of the significant risks are identified, recorded and appropriately controlled. The list below is therefore not an exhaustive list because it is the risk assessment that details all significant risks that could arise out of or in connection with the work activity, but any others will be identified in the ‘other’ section.

	· Potential exposure to blood or bodily fluids
· Provision of personal care on a regular basis 
· Regular manual handling (which includes assisting, manoeuvring, pushing and pulling) of people (including pupils) or objects
· Significant use of computers (display screen equipment)
· Work involving food handling
· Working with challenging behaviours
· Work with vulnerable children or vulnerable adults
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