JOB TITLE:

HOURS
DIVISION:
DATE:

Pastoral

November 2025

Year Support Assistant

37 hours per week (Term time plus PD days)

PRINCIPAL.:

COMPLETED BY:

Dennis Kirwan

Assistant Principal

ATTRIBUTES

ESSENTIAL CRITERIA

DESIRABLE CRITERIA

KNOWLEDGE

Knowledge of using Microsoft Office in
particular Outlook, Word, Excel and Teams.
Knowledge and understanding of
safeguarding.

Knowledge of
management information
systems (Arbor or
similar).

Knowledge of behaviour
pathways.

Knowledge of reward
systems.

SKILLS &
ABILITIES

Strong interpersonal skills.

Excellent communication skills both verbally
and in writing.

Excellent organisational and time
management skills.

Ability to work with limited supervision and to
use own initiative.

To develop professional working relationships
with stakeholders (students, staff, parents and
external agencies).

The ability to offer a firm and friendly approach
and be confident in dealing with conflict
situations.

Ability to produce written documentation e.g.
letters, emails and data/reports.

To be able to maintain high levels of
confidentiality.

The ability to remain calm in challenging
situations and the skills to de-escalate.

Ability to be flexible in line with role
requirements.

The ability to work effectively as part of the
year team and wider pastoral team.

Strong IT skills.

The ability to maintain accurate records.

The ability to relate to children and young
people.

EXPERIENCE

Experience of working as part of a team.
Experience of working with a range of
stakeholders at different levels.

Previous experience of
working in a secondary
school environment.
Previous experience of
supervising/supporting
students and young
people in an education
setting in a pastoral role




(or similar).

QUALIFICATIONS

e GCSE Grade C/4 or equivalent in English
and Maths.

e Willingness to participate in CPD for
further training

e Trained or willingness
to undertake first aid
training.

PERSONAL
CIRCUMSTANCES

Positive and supportive approach.
Motivated and enthusiastic.
Positive attitude.

Ability to work under pressure.
Prepared to work flexibly.

EQUALITY

Candidates must demonstrate understanding of,
acceptance and commitment to the underlying
equal opportunities.




