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Job Description 

Post Title:		Curriculum Learning & Progress Assistant for MFL

Location: 		Heanor Gate Spencer Academy

Salary/Pay Range:	NJC 7 – NJC 11 depending on experience and qualifications

Hours of work: 		Part Time, Term Time Only, Permanent.   

Reporting to:		Curriculum Team Leader for MFL and SENDCO 

Purpose of Role

To work in partnership with class teachers to support learning in line with the national curriculum, codes of practice and school policies and procedures.  To provide support to pupils in a particular curriculum area across the school or support pupils with varying degrees of learning, behavioural, communication, social, sensory or physical difficulties. To play an integral part in ensuring students with any degree of SEND meet targets and progress in line with students not on the SEND list. To work within the Inclusion and Intervention Faculty as part of a larger team in ‘Closing the Gap’

Nature and Scope 

Working as part of this important team you will be required to carry out the following duties.  The nature of the Academy Year requires some of these tasks to be done regularly whilst others will be on an annual cycle.  
The post holder will be expected to use all Trust standard computer hardware and software packages where appropriate.  Specific responsibilities include:

Main Duties and Responsibilities 

Specific responsibilities include:

· Work towards and promote the School Vision and the current school aims outlined in the School Improvement Plan.
· Undertake professional development activities to enhance personal development and job performance, through provision of training or mentoring.
· Comply with policies and procedures relating to child protection, security, confidentiality and data protection, reporting all concerns to an appropriate person.
· Participate in appropriate meetings with staff and senior management. 
· To adhere to existing working practices, methods, procedures, undertake relevant training and development activities and to respond positively to new and alternative systems.
· To adhere to school policies on equality and diversity.
· Use all Trust standard computer hardware and software packages where appropriate
· To have knowledge and vision of how to enable sub groups and vulnerable children to progress.
· To work independently and with other members of the faculty to develop secure subject knowledge.
· To have a clear knowledge and comprehension of what KS3 and KS4 requirements for all children in their subject area.
· Provide particular and skilled support to pupils with severe learning, behavioural, communication, social, sensory or physical difficulties.
· Provide particular and skilled support to all pupils in a particular learning area.
· Work with and have accountability of students' learning and progress, for all students on a caseload.
· Have accountability of data from interventions that have occurred and ensuring that progress is tangible
· Plan and prepare differentiated resources which will ‘close the gap’ of students on a caseload
· Working with individuals or small groups of children under the direction of teaching staff. 
· Understand specific learning needs and styles and provide differentiated support to pupils individually and within a group.
· Implement planned learning activities/teaching programmes as agreed with the teacher, adjusting activities according to pupils’ responses as appropriate.
· Establish positive relationships with supported pupils. 
· Provide feedback to pupils and any relevant stakeholders in relation to attainment and progress under the guidance of the teacher.
· Support pupils with activities which support skills relevant to their subject area.
· Support the use of ICT in the classroom and develop pupils’ competence and independence in its use.
· Promote the inclusion and acceptance of children with special needs within the classroom ensuring access to lessons and their content through appropriate clarification, explanation and resources
· Promote positive pupil behaviour in line with school policies and help keep pupils on task.
· Participate in planning and evaluation of learning activities with the teacher, writing reports and records as required.
· Monitor and record pupil responses and learning achievements, drawing any problems which cannot be resolved easily to the attention of the teacher/Line manager. 
· To support learning by selecting appropriate resources/methods to facilitate agreed learning activities
· To attend to pupils’ personal needs including help with social, welfare, physical and health matters, including minor first aid.
· Liaise with staff and other relevant professionals and provide information about pupils as appropriate
· To assist with escorting pupils on educational visits
· Attend relevant training and take responsibility for own development
· Attend relevant school meetings as required
· To respect confidentiality at all times
· To participate in the performance and development review process, taking personal responsibility for identification of learning, development and training opportunities in discussion with line manager.
· Undertake any other duties which may reasonably be regarded as within the nature of the duties and responsibilities/grade of the post as defined, subject to the proviso that normally any changes of a permanent nature shall be incorporated into the job description in specific terms in liaison with
General
· Work in a professional manner and with integrity and maintain confidentiality of records and information.  
· Maintain up to date knowledge in line with national changes and legislation as appropriate to the role.
· Be aware of and comply with all Trust policies including the Employee Code of Conduct, IT, Health and Safety and Safeguarding.
· Participate in the Trust Professional Performance Review process and undertake professional development as required.
· Adhere to all internal and external deadlines.
· Contribute to the overall aims and ethos of the Spencer Academies Trust and establish constructive relationships with nominated Academies and other agencies as appropriate to the role.

These above-mentioned duties are neither exclusive nor exhaustive, the post- holder maybe required to carry out other duties as required by the Trust.

Spencer Academies Trust is committed to safeguarding and promoting the welfare of all our children and young people. Therefore, we expect everyone to share this commitment. All appointments are subject to satisfactory pre- employment checks, including a satisfactory Enhanced criminal records with Barred List Check through the Disclosure and Barring Service (DBS) and the completion of Level 2 Safeguarding training. It is an offence to apply for the role if an applicant is barred from engaging in regulated activity relevant to children (where the role involves this type of regulated activity).

The Trust and its member academies are committed to promoting equality and diversity in both employment and education provision. We aim to ensure that students, parents, governors, employees, contractors, partners, clients and other stakeholders within the Trust community are treated fairly, and with dignity and respect regardless of Protected Characteristics.
Spencer Academies Trust is a Disability Confident Committed Employer.
Name:
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Date:

Person Specification 
	
	Essential

	Desirable


	Qualifications and experience 

	· Recent experience of working with students
· Working with students with a variety of SEN or additional needs
· Leading small groups of students on your own. 
· Good standard of education, especially with regard to literacy and numeracy skills
· GCSE Maths and English grade C or equivalent
· NVQ Level 3 or 4 for Teaching Assistants
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	Knowledge and skills

	· Ability to work calmly under pressure
· Ability to communicate clearly, both orally and in writing appropriate to the need to communicate effectively with colleagues, students, parents/carers and other professionals
· Ability to work collaboratively with others
· Ability to building form good relationships with students, parents/carers and colleagues
· Ability to work within school bases systems and specified timelines
· Ability to proficiently use office computer software, including word processing, spreadsheets, databases and internet systems
· SIMS management information system
· Academy procedures
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	Personal qualities

	· Excellent interpersonal skills with the ability to maintain strict confidentiality
· A diplomatic and patient approach
· Initiative and ability to prioritise own work and that of others to meet deadlines
· Efficient and meticulous in organisation
· Able to follow direction and work in collaboration with the leadership team
· Able to work flexibly, adopt a hands on approach and respond to unplanned situations
· Inclusion and a positive “can do” approach to learning
· Ability to evaluate own development needs and those of others and to address them
· Commitment to the highest standards of child protection and safeguarding
· Recognition of the importance of personal responsibility for health and safety
· Commitment to the Trust’s ethos, aims and whole community
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