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[bookmark: _Hlk204177641]JOB DESCRIPTION 
[bookmark: _Hlk211271233]Post Title:	Apprentice Learning Support Assistant
Salary:	National Apprenticeship Rate 
[bookmark: _Hlk204262793]Hours of Work:	32.5 hours per week, TTO
Working pattern: 	Monday to Thursday 8:15am – 3:30pm and Friday 8:15am to 1:45pm
Post Status:	Fixed Term
Disclosure level:	Enhanced
Responsible to:	SENDCO

Role Overview
As an apprentice in this role, you will support pupils with SEND to help them achieve their academic goals and develop personally. You will assist teachers in creating inclusive and effective learning environments, while learning how to build positive relationships with pupils and encourage independence. Your responsibilities will include helping with lesson activities, supporting classroom management, and keeping accurate records of pupil progress. You will work alongside experienced staff, families, and external professionals, gaining valuable skills in safeguarding, equality, and collaborative practice. This apprenticeship offers hands-on experience and professional development opportunities to prepare you for a rewarding career in education.

Responsibilities
· Learn how to build positive relationships with pupils and model professionalism.
· Support pupils with their learning, emotional, and behavioural needs under guidance.
· Assist in promoting inclusion and equal access for all pupils.
· Encourage pupils to take part in group and independent learning activities.
· Help pupils develop independence and celebrate their achievements.
· Provide simple, constructive feedback to pupils on progress and behaviour.
· Assist staff in reviewing Individual Education Plans (IEPs) and Education, Health and Care Plans (EHCPs).
· Keep basic records and observation notes to track pupil progress.
· Help teachers create inclusive and supportive classroom environments.
· Share observations and feedback with teaching staff.
· Update pupil information following school procedures.
· Support positive behaviour and learn how to manage incidents appropriately.
· Assist with preparing resources and simple administrative tasks.
· Observe and record pupil responses to learning activities.
· Contribute ideas to lesson activities and adapt tasks with guidance.
· Help mark work and support with assessments and exams.
· Deliver learning activities under supervision and adjust based on pupil needs.
· Support pupils in accessing the curriculum using specialist strategies.
· Promote the use of technology to enhance learning.
· Communicate appropriately with parents, carers, and external professionals while following safeguarding and data protection rules.


PERSON SPECIFICATION – Apprentice Learning Support Assistant
	
	Ess
	Des
	MOA

	KNOWLEDGE/QUALIFICATIONS
	
	
	

	Good standard of general education (e.g. GCSEs including English & Maths or equivalent)
	*
	
	A/C

	Willingness to work towards the Level 2 or 3 Teaching Assistant qualification 
	*
	
	A/I

	Understanding of SEN, including IEPs and EHCPs
	
	*
	A/I

	Knowledge of safeguarding, child protection, and data protection policies
	
	*
	A/I

	Awareness of the national curriculum and how pupils learn
	
	*
	A/I

	
	
	
	

	EXPERIENCE
	
	
	

	Experience working with children or young people in an educational setting
	
	*
	A/R

	Experience supporting pupils with SEND, including behavioural and emotional needs
	
	*
	A/I/R

	Experience contributing to lesson planning and classroom activities
	
	*
	A/I

	Experience maintaining pupil records and observation logs
	
	*
	A/I

	Experience working collaboratively with teachers, families, and external agencies
	
	*
	A/I/R

	
	
	
	

	SKILLS 
	
	
	

	Ability to build positive relationships with pupils and staff
	*
	
	I/R

	Strong communication and interpersonal skills
	*
	
	A/I

	Ability to support learning across a range of subjects and needs
	*
	
	A/I

	Competence in using ICT to support learning and record keeping
	*
	
	A/I

	Ability to manage behaviour positively and consistently
	*
	
	I/R

	Ability to work independently and as part of a team
	*
	
	A/I

	Ability to adapt learning activities to meet individual pupil need
	*
	
	A/I

	
	
	
	

	BEHAVIOUR AND OTHER RELATED CHARACTERISTICS
	
	
	

	Commitment to promoting inclusion, equality, and diversity
	*
	
	A/I

	Reliable, flexible, and proactive approach to work
	*
	
	I/R

	Willingness to support pupils during out-of-school activities and trips
	
	*
	A/I

	Commitment to continuing own professional development
	*
	
	A/I

	Commitment to safeguarding and promoting the welfare of children
	*
	
	A/I



	Key:
A = Application               C = Certificate
I = Interview                     R = Reference




N.B.  We will require an enhanced DBS check for the successful candidate.



[bookmark: _Hlk204177991]Carlton Academy Trust has adopted the principles of Safer Recruitment and will safeguard and promote the welfare of children and young people and expects all staff and volunteers to do the same.  Successful applicants will be required to undertake an enhanced Disclosure and Barring Service check and subscribe to the DBS update service.

Carlton Academy Trust is an equal opportunities employer.
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