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Job description

Title of Post:	Higher Level Teaching Assistant for students with Special Educational Needs (SEND) with a focus on supporting Literacy and facilitating extra-curricular activities within the school environment.

Responsible to:			SENDCO 
				

Purpose 
· To provide specialist support to students with SEND, including complementing the work of other professionals.
· To work with Teachers and other educational professionals to plan, organise, support and lead teaching and learning activities; working with individuals or small groups under the direction and in collaboration with teachers and SENDCO.
· To plan, deliver and evaluate SEND interventions delivered both one to one and to small groups.
Key Responsibilities

· Support the learning and development of individual pupils and small groups, both in and out of the classroom, particularly in English and language-based subjects, including reading, writing, spelling, grammar and phonics.
· Assist in the planning, preparation, and delivery of literacy interventions and classroom activities, ensuring resources and materials are accessible and appropriately differentiated to meet the needs of all pupils. 
· Encourage and support pupils’ engagement with reading, writing, phonics, and communication activities, including guided reading sessions, intervention groups, storytelling activities, and literacy-focused enrichment opportunities
· Work alongside teachers and literacy leads to adapt and differentiate literacy activities and interventions for pupils with diverse learning needs. 
· Act as a positive role model for reading, communication, teamwork, and active participation in school life. 
· Help organise and supervise literacy-focused activities, intervention groups, reading events, and workshops. 
· Promote pupil independence and confidence in reading, writing, speaking, and listening across the curriculum. 
· Contribute to the monitoring, assessment, and recording of pupil progress in literacy interventions and classroom learning. 
· Support the wider aims and values of the school, particularly those relating to inclusion, pupil achievement, communication, and holistic development.
                              	
Duties and Responsibilities
The primary role of a Learning Support Educator for students with Special Educational Needs is to support and advise on the learning and progress of students with SEND. This includes but is not limited to the following: -

· Leading literacy interventions, guided reading sessions, and targeted support activities for individuals and small groups of pupils. 
· Undertaking activities with individuals and groups of pupils to facilitate their educational, emotional, and communication development within a safe and supportive environment, in collaboration with the SENDCo, teachers, and other educational professionals. 
· Working to establish positive and supportive relationships with pupils and parents/carers in order to promote effective communication and partnership between school and home. 
· Delivering pre-planned literacy activities, intervention programmes, and classroom support in line with teacher guidance and school policies. 
· Ensuring that specific learning objectives and intervention strategies are followed while promoting independent learning and supporting pupils’ understanding and progress in literacy. 
· Encouraging the inclusion and active participation of pupils with additional learning needs to support achievement, confidence, and development. 
· Monitoring, evaluating, and providing feedback to staff, parents/carers, and relevant professionals on pupils’ participation, engagement, and progress through observation and planned assessment against agreed learning outcomes. 
· Promoting and reinforcing pupils’ self-esteem while encouraging them to maximise their independence, achievement, and communication skills. 
· Supervising whole classes during the short-term absence of teachers when required, maintaining good behaviour, supporting learning, and ensuring pupils remain engaged and on task.
The main responsibilities, with and/or as directed by the SENDCO, of the post include, but are not limited to, the following:

· Help students make progress in a range of classroom settings including working with individuals and small groups, and monitoring, assessing and recording students’ work as directed by teachers
· Support the provision of SEND, including contributing to the maintenance of pupils records, writing of student reports, individual education plans, student strategy sheets, and attending and contributing to meetings as required
· Ensure that accurate and detailed records are kept of meetings and discussions with parents and outside agencies as required and where appropriate
· Work with the SENDCO and other staff to ensure that individual education plans are used to set subject-specific targets and match work well to students’ needs
· Support the monitoring of the effectiveness of individual education plans, EHC plans and Quality First Teaching 
· Provide guidance to staff on the choice of appropriate teaching and learning methods to meet the needs of different students, supporting teaching by devising complementary learning activities
· Work with the staff on the implementation of the School policies, helping to ensure effective development of SEND students’ skills and support their progress
· Support meetings of SEND staff, communicate information to staff and co-ordinate resulting action
· Attend planning meetings and under the overall direction and guidance of teachers, contribute to the short, medium and long term planning and preparation of lessons
· Provide appropriate guidance and supervision and assist in the training and development of level 1 and Level 2 Teaching Assistants as appropriate

Other duties may include:

Monitoring and recording absences
· Creating resources
· Collating student reports and updating records
· Managing and communicating student data
· Attend staff meetings and school inset days as required by the Headteacher.
· Provide general care and welfare for all children.



In order to perform this role effectively, a Higher Level Teaching Assistant with a literacy focus is expected to:

· Maintain a thorough working knowledge of the school’s policies and procedures related to SEND, including the SEND Information Report, Child Protection, Safeguarding and Inclusion policies
· Regularly attend relevant training and development events
· Actively seek out advice and strategies to work effectively and monitor impact
· Act in the best interest of all the students of the school; and behave in a professional manner, including working in the framework of the school’s agreed policies and procedures, and maintaining confidentiality as required


NOTES
The duties and responsibilities set out above are subject to the general duties and responsibilities contained within the Trust’s conditions of employment and policies and procedures.

This job description outlines the main duties and responsibilities of the post and is not intended to be an exhaustive list. It does not specify the precise allocation of time to be spent carrying out these duties. It will be reviewed periodically and may be amended from time to time, following consultation with the post holder, to reflect the changing needs and priorities of the Trust and its schools.

The Trust reserves the right to make reasonable changes to the duties and responsibilities of the post, following consultation where appropriate, provided that such duties remain broadly commensurate with the grade and purpose of the role.

This job description does not form part of the employee’s contractual terms and conditions. It is intended to provide a broad outline of the duties and responsibilities attached to the role and the standards of performance expected of the post holder.

Andrew McClusky
CEO
May 2026
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