Job description: Level 3 TA/Wraparound Care Co-Ordinator

	Location
	Grampian Primary Academy

	Contract term
	Temporary to 31/08/2026 (to be continued beyond this date subject to funding)

	Full time/term time
	Term time only.  
Working Pattern:- Monday – Friday 12.00 noon – 6.00 pm

	Pay range
	NJC 9-14 (£27,254- £29,540 FTE) – Actual Salary £17,941-£23,439 p/a

	Reporting to
	Headteacher



Job purpose
To complement teachers’ delivery of the curriculum and support pupil learning, welfare, and inclusion across the school. To organise and run the wraparound care service, ensuring a safe, caring, and stimulating environment for pupils before and after school.
Main duties and responsibilities
· Prepare lessons with teachers and support pupil’s learning.
· Develop and prepare resources for learning activities.
· Provide feedback on pupil progress and behaviour to teachers and SENCo.
· Support pupils’ access to the full curriculum, including literacy and numeracy and strategies.
· Prepare, resource and deliver small group and 1-2-1 intervention sessions.
· Organise and supervise wraparound care sessions before and after school.
· Provide full care for the children in wraparound until the end of the wraparound sessions.
· Provide light snacks and create opportunities for creative play and creative activities.
· Ensure a safe, caring environment and maintain positive relationships with pupils and parents.
· Manage day-to-day administration, record keeping, and ordering of food and resources within budget.
· Administer first aid as required.
· Maintain close liaison with parents.
· Follow all safeguarding, health & Safety and GDPR requirements.
· Promote positive behaviour and challenge incidents of bullying or discrimination.
· Attend staff meetings and training sessions.
· Supervision of Wraparound Care Playworkers.
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General
· These duties and responsibilities should be regarded as neither exhaustive nor exclusive as the post holder may be required to undertake other reasonably determined duties and responsibilities commensurate with the grading of the post.
The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.

Person specification: Wraparound Care Co-ordinator

	Qualifications and training
Evidenced through: Application
	Essential
	Desirable

	Level 3 qualification in childcare or education
	
	

	Minimum Level 2 in Maths and English
	
	

	Experience of working with children in educational or childcare settings
	

	

	Peadiatric First Aid and Food Hygiene
	
	 

	Knowledge of child development and safeguarding procedures
	

	



	Experience/employment record
Evidenced through: Application/Interview/References
	Essential
	Desirable

	Experience of working with children and vulnerable young people
	
	

	Knowledge of SEND policies and procedures
	
	

	Knowledge and understanding of children’s age and stage of
development
	
	

	Knowledge and understanding of Safeguarding and Child Protection
	
	

	Equal Opportunities
	
	

	Health & Safety and Food Hygiene Legislation
	
	

	Professionally discrete and able to respect confidentially at all times
	
	

	Firm, sensitive and effective approach towards pupil discipline, in accordance with school policies and pupil needs
	
	

	Excellent communication (written & oral) and interaction skills with child, parents and colleagues
	
	




	Ability to create an inspirational and stimulating child centred play and care environment
	
	

	Good organisational and time management skills.
	
	

	A commitment to the school ethos
	
	

	Strong communication and interpersonal skills
	
	

	Ability to manage groups and maintain positive behaviour
	
	



	Personal qualities
Evidenced through: Application/Interview/References
	Essential
	Desirable

	Creativity, enthusiasm and adaptability
	
	

	Positivity & enthusiasm
	
	

	Patience, kindness and approachable manner
	
	

	Initiative
	
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