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Job Description

Post title:

Intervention Hub Manager
Grade/salary:

Band G, Point Range 19-24
Paid Hours:

36 hours per week (8.30am – 4.22pm), 39 weeks per year
Reporting to:

Assistant Headteacher: SENDCO and Inclusion

















Liaising with:

Whole school staff

Disclosure level:
Enhanced

PURPOSE OF THE ROLE:
· To manage and oversee the daily operation of the Intervention Hub, comprising of 2 rooms for intervention/and a break time social space and a smaller intervention room, dedicated to supporting SEND students.
· To deliver targeted interventions for SEND students who struggle to engage fully in mainstream lessons, helping to overcome barriers to learning and improve academic progress.
· To collaborate closely with teaching staff, SEND team, pastoral staff, and senior leaders to ensure effective support and inclusion for SEND students.
· To contribute to broadening the educational experiences available to SEND students both inside and outside the classroom.
MAIN (CORE) DUTIES:
· Oversee the planning, supervision, and timetabling of interventions within the Intervention Hub.
· Supervise and support SEND students during their intervention sessions, ensuring a calm, focused, and supportive environment.
· Establish positive, productive relationships with students, acting as a role model and maintaining high expectations for behaviour and engagement.
· Liaise with subject teachers and support staff to ensure appropriate, tailored work is provided during interventions.
· Challenge and motivate students, reinforcing their self-esteem and promoting resilience.
· Monitor, evaluate, and record student progress regularly, adjusting interventions, as necessary.
· Maintain accurate and up-to-date records of interventions and student progress.
· Support the assessment process for identifying additional SEND needs, including administering dyslexia screening tools to inform exam access arrangements.
· Provide clear, objective feedback to staff and parents/legal guardians on student progress and concerns.
Collaboration and communication:
· Liaise with pastoral teams, Heads of Year and the Senior Leadership Team regarding the needs and progress of SEND students.
· Assist staff in developing and implementing individual SEND plans and strategies tailored to student needs.
· Work closely with the SENCo to support the organisation and administration of the SEND team.
· Communicate effectively with parents/legal guardians and external agencies, as appropriate.
Student support and behaviour:
· Provide restorative support to SEND students to reflect on behaviour and reduce future incidents of dysregulation or negative behaviour.
· Assist with the general supervision of students during break and lunchtimes within the Intervention Hub.
· Promote student independence and self-reliance through encouragement and positive reinforcement.
Administrative and generic responsibilities:

· Manage relevant administrative tasks, including phone calls, correspondence, and exam access paperwork.
· Support the operation and maintenance of the school’s management information system as related to SEND and interventions.
· Assist in preparing and dispatching information to Governors, parents/legal guardians, staff and students, as required.
· Contribute positively to the school’s ethos, aims, and objectives, supporting the safeguarding and welfare of all students.
· Collaborate with other professionals within and outside the school to enhance student support.
Person Specification:
· Experience of working with SEND students in a school setting.
· Strong organisational and communication skills.
· Ability to build positive relationships with students, staff and parents/legal guardians.
· Knowledge of SEND legislation and best practises in intervention delivery.
· Ability to maintain detailed records and monitor progress effectively.
· Commitment to safeguarding and promoting the welfare of children and young people.

Other duties:

· To ensure operation within the Health & Safety Guidelines and adhere to the schools’ Health & Safety Policy and all other relevant policies.

· To engage in performance management review annually and undertake school CPD, as directed.
· To support the use of ICT in learning activities and develop student’s competence and independence in the use of ICT.

· To help students access learning activities/resources through specialist support.
· To assist with the general supervision of students during break-times, when required.

· To attend school trips and visits, as and when required.

· To attend staff training days/meetings, as required.

· To treat all information relating to a student as strictly confidential.

· To engage in Performance Management Reviews annually.

· To undertake any other such duties as instructed by the Headteacher, Assistant Headteacher for SENDCO and Inclusion, as commensurate with the salary/grading of the post.
SAFEGUARDING REQUIREMENTS:

· All staff are required to undertake training with regard to the safeguarding and welfare of children and young people and the school commits to providing this training, e.g., via induction, on-line, briefings at staff meetings, Inset Days, etc., as appropriate.

· All staff should familiarise themselves with ‘Keeping Children Safe in Education’, Part 1 and local policies and procedures, as directed by the school.

· All staff have a responsibility for promoting and safeguarding the welfare of children and young persons for whom they are responsible, or with whom they come into contact and to adhere to, and ensure compliance with school policies and procedures at all times.  If, in the course of carrying out the duties of the post, the post holder becomes aware of any actual or potential risks to the safety or welfare of children, they must report any concerns to the Designated Safeguarding Lead.
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this Job Description.

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This Job Description is current at the date shown, but following consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job, which are commensurate with the salary and job title.

Date: 

January 2026
Hilbre High School is committed to safeguarding and promoting the welfare of children and young people, and expects all staff to share this commitment. 
 This post is subject to a satisfactory Enhanced DBS Disclosure.
