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Job Description

Job Title:      Special Educational Needs Support Assistant 
 
Temporary contract subject to funding and the child being in School.   
 
School:         St. Joseph’s Catholic Primary and Nursery School, Burnham on Sea 
 
Main Purpose of the Job: 
Under the direction of the Headteacher, Teacher or Special Education Needs Co-ordinator, providing individualized learning and care support to a specific pupil with special educational needs, helping them to access the curriculum, develop independence, and attend to their social, emotional, and physical welfare under the guidance of teaching staff. Key duties include adapting learning materials, supporting behaviour, assisting with personal care, building positive relationships, maintaining records, and collaborating with teachers and other professionals. 
 
 
Duties and Responsibilities: 
 
Support for the Child: 
· Adapt and deliver learning activities tailored to the individual pupil's needs and goals outlined in an   Education, Health, and Care (EHC) Plan. 
· Prepare and select appropriate learning resources and materials. 
· Use ICT skills to support the pupil's learning. 
Pupil Welfare: 
· Provide support for the pupil's physical, emotional, social, and mental health needs. 
· Ensure the pupil's well-being and safety within the school environment. 
· Assist with personal care and hygiene, and administer basic first aid or medication if required. 
Behaviour Management: 
· Help pupils to develop high standards of behaviour and independence. 
· Respond to behaviour incidents and carry out physical interventions if necessary, following school policies. 
Communication and Collaboration: 
· Build positive and trusting relationships with the pupil. 
· Maintain regular communication with teachers and other professionals to provide feedback on pupil progress. 
· Contribute to the planning of learning activities and attend review meetings. 
Record Keeping: 
· Monitor and record pupil responses to activities. 
· Keep accurate records of the pupil's progress and other relevant information in line with their EHCP 
 
Support of Teacher: 
 
· To work alongside the teacher following his/her instructions, reporting back on progress made and any other observations about the child. 
· To take part in all classroom activities, assisting whenever needed. 
· Working with the teacher to establish and maintain an appropriate learning environment.  
· Assisting with displays of children’s work.  
· Using strategies, in liaison with the teacher, to help pupils achieve learning goals.  
· Providing objective feedback as required on pupil achievement and progress.  
· Recording pupil progress as agreed with the teacher.  
· Having knowledge of the school’s policies.   
· Working with individuals and groups on learning tasks.   
· Marking pupils’ work as agreed with the teacher.  
· Promoting positive values, attitudes and good pupil behaviour in line with established policy.  
· Establishing positive relationships with parents/carers.  
· Administering routine tests as agreed with the teacher.  
· Preparing resources and materials.   
· Assisting in setting out learning materials appropriate to the planned activities.   
· Confirming type and quantity of materials with teacher. Providing general administrative support e.g. photocopying worksheets  
 
Support for the School: 
 
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person. 
· Ensure compliance with the School’s Equal Opportunities Policy and take an active role in promoting equality and diversity. 
· Contribute to safeguarding the welfare of children in the school by reporting any cause for concerns to the designated Safeguarding Lead or Deputy Lead. 
· Support the School’s vision, mission faith and ethos. 
· To attend relevant meeting and training as required. 
· Participate in training, other learning activities and performance development reviews. 
· Any other tasks as directed by the Head of School which fall within the purview of the post. 
 
 
Safeguarding:  
 
 
Safeguarding is everybody’s responsibility.  You must know the school procedure for recording and reporting concerns and support other colleagues to do so. You must attend yearly safeguarding updates & training.  You must have read, understand and comply with the school’s safeguarding procedures including whistleblowing.  
 
This job description sets out the duties of the post at the time it was drawn up.  The post holder may be required from time to time to undertake other duties within the school as may be reasonable expected, without changing the general character of the duties or the level of responsibility entailed.  This is a common occurrence and would not justify a reconsideration of the grading of the post.   
 
 
 
 
Signed:………………………………………….. Date:……………  Postholder 
 
Signed:………………………… 
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Person Specification  
 
	  
	Essential  
	Desirable  

	Qualifications  and Experience 
	A good general education (at least 5 GCSEs or equivalent including English and Maths at C or above.) 
NVQ Level 3 or at least equivalent qualification in working with children. 
Experience of working with children / adults with ASD 
	Up to date Safeguarding training. 
 
Understanding of school processes – safeguarding, health & safety, manual handling  Commitment to CPD 
 
Makaton Trained  
 
Experience of working with children with speech and language needs.   

	Professional Knowledge   & Understanding  
	Good understanding of the primary curriculum including assessment processes. 
 
Understanding of the SEN Code of Practice and provision.  
 
Able to provide stimulating and engaging experiences for children. 
 
Effective record keeping  
Ability to demonstrate an understanding of how children learn. 
 
Ability to use ICT effectively to enhance teaching and learning  
	 An enthusiasm for out of classroom learning.  
 
Knowledge and understanding of how to promote cultural diversity.  
 
Good knowledge and understanding of the teaching of synthetic phonics.  

	Skills & Ability  
	An ability to form good relationships with others. 
 
Communication skills:  
The ability to present and communicate effectively both orally and in writing.   
 
Self-management skills:  
 
Reflective practitioner with high expectations. 
 
Ability to prioritise. 
 
Ability to work well under pressure  
Demonstrates high levels of motivation, enthusiasm and commitment. 
 
‘Can do’ attitude  
 
Creativity. 
 
Effective interpersonal skills:  
 
Ability to work collaboratively within a dedicated educational team  
Adaptable to change –flexible. 
  
Stamina and resilience including good attendance record. 
 
Confidence. 
 
	 
 
  

	Personal Qualities  
	Willingness to support the Catholic ethos of the school.  
 
Readiness to contribute to the wider life of the school. 
 
Good sense of humour. 
 
 
	Personal Faith  Ability to contribute actively to the faith life of the school  
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