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Job Description 

	Role
	Break and Lunchtime Supervisor 
	School/Department
	MECE 

	Grade
	Grade 3, Spinal Points 
	Reports to
	Operations Manager

	Purpose 
	To assist in the supervision of students during break and lunchtime and to provide additional administrative support. 

	Scope 
	Staff responsibilities:
	Financial Accountability:

	
	
Staff responsibilities: None

	No budgetary responsibility

	Key accountabilities

	Supervising and managing students during break and lunch time, prioritising student welfare while ensuring that a calm environment is maintained and behaviour standards are upheld. 
Delivering efficient and accurate administrative support that enhances the effectiveness of school operations and departmental workflows.
Providing professional communication and customer service to staff, parents, carers, visitors and external stakeholders to ensure consistent expectations.
Contributing to wider administrative coverage, including first-aid responsibilities and cross-team support, to ensure continuity of service to confirm first-aid coverage model.

	Relationships
	The postholder will build positive, professional relationships with a wide range of stakeholders, including Trust and school leaders, colleagues across Maiden Erlegh Trust, students, parents and carers, plus external partners. These relationships are central to creating a collaborative, supportive environment that enables shared success and strong outcomes for all.

	Supporting Maiden Erlegh Trust
	The postholder may occasionally support other Maiden Erlegh Trust schools, promoting collaboration, professional growth, and the sharing of effective practice. This cross-Trust work provides opportunities to learn from colleagues, contribute to improvement initiatives, and strengthen our community.

	Main duties and accountabilities

	Behaviour Management and Student Wellbeing
· Supervision of students on snack breaks and ensure their welfare whilst in the dining hall and any other areas of the school.
· Monitoring of student behaviour in conjunction with the school's policy on discipline and behaviour.
· Ensure that all students are engaged in suitable activities and be proactive and vigilant regarding any situations which may be a cause for concern.
· Ensure that all accidents are recorded and reported in line with school policy in order that any appropriate action may be taken.
· Delivering first aid (training provided) and maintaining accurate records in accordance with school policies.
· Supporting wellbeing by responding appropriately to students, visitors and colleagues and escalating concerns where required.
· Assisting with general supervision in communal areas where  required to promote a safe and orderly environment.

Trust Culture
· Providing first-class customer service to staff, parents, carers and visitors to support positive stakeholder engagement.
· Upholding professional standards, confidentiality and integrity in all interactions.
· Supporting school and Trust events and contributing to the wider school community.
· Working collaboratively with colleagues across teams to maintain consistency and reliability of service.

Teaching and learning
· Maintaining and creating school displays across the school site 
· Maintaining accurate filing, archiving and general administrative systems.
· Providing cross-team administrative cover to support absence and ensure continuity of service.
Any other duties that reasonably fall within the purview of the post which may be allocated after consultation with the post holder

	Other requirements and responsibilities

	· Enhanced DBS clearance required.
· All staff and volunteers are expected to be committed to safeguarding, equality and promoting the welfare of children and young people.
· To ensure awareness of local safeguarding policies and procedures and to report any concerns or information received as required.
· The Trust retains the right to implement changes in job descriptions to reflect changes in the demands of the post, following consultation with the postholder. 






Person Specification 

	
Role 


	
Break and Lunchtime Supervisor

	School/Department 
	MECE

	Qualifications, training and education 
	
· Willingness to undertake off site first-aid training (essential)


	Skills and abilities 
	Communication
· Effective communication and interpersonal skills to support collaboration with colleagues and students 
Organisation and planning
· Good organisational skills, including the ability to prioritise workload and respond to changing demands.
· Able to maintain accurate records and manage administrative tasks reliably.
Pastoral and inclusion
· Ability to work with sensitivity, tact and confidentiality when dealing with students, parents and staff. 
· Ability to contribute to inclusive practice across the school community.
Personal qualities
· Reliability, diplomacy, confidentiality and sensitivity.
· Strong sense of responsibility and accountability.
· Ability to work independently and as part of a team.
· Flexible approach to work and commitment to delivering high quality service.
· Commitment to personal development and continuous improvement. 


	Requirements specific to the role 
	· All staff and volunteers are expected to be committed to safeguarding, equality and promoting the welfare of children and young people.
· To ensure awareness of local safeguarding policies and procedures and to report any concerns or information received as required.
· Suitability to work with children.
· Ability to work safely with hazardous or dangerous chemicals in accordance with COSHH regulations



Maiden Erlegh Trust retains the right to implement changes in job descriptions and person specifications to reflect changes in the demands of the post. Where this is necessary this will be done in consultation with you.
	Signed:
Post holder
	

	Date:
	




Maiden Erlegh Trust is committed to safeguarding, equality and promoting the welfare of children and staff. We are also committed to being ambitious for all and supporting everyone to reach their full potential. All employees of the Trust are expected to share these commitments. All posts require satisfactory employment checks and references and a satisfactory enhanced Disclosure and Barring Service check. All Leadership roles will require a Section 128 check.
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