LONDON BOROUGH OF NEWHAM

SANDRINGHAM PRIMARY SCHOOL							   

JOB SPECIFICATION
___________________________________________________________________________

Title of Job: Midday Supervisory Assistant (SEND)

Grade:	Scale 2 

Hours: 11am - 1pm, 10 hours per week 

Department: Education

Section: Primary School						
___________________________________________________________________________

JOB DESCRIPTION


PERSON REPORTS TO:	Office Manager or Senior Supervisory Assistant

PERSON SUPERVISES:	No staff supervisory responsibilities

___________________________________________________________________________

PURPOSE OF JOB:	To assist the Head Teacher as required, in order to assist with                general admin duties and care for the safety and well-being of pupils staying for a school meal and playtime. 

___________________________________________________________________________

EQUAL OPPORTUNITIES

The London Borough of Newham council has a strong commitment to achieving equality of opportunity in both services to the community and the employment of people and expects all employees to understand and promote its policies in their work.

___________________________________________________________________________

DUTIES AND RESPONSIBILITIES


1. Supervising children with SEND in the dining hall, playground and classrooms
2. Assisting children with selecting a school lunch and supporting them  to develop independence with eating and drinking. 
3. To support children with personal care 
4. Promoting positive play and social inclusion
5. Organising games and play opportunities
6. Helping children to resolve disputes
7. Deal with behaviour in accordance with the school’s behaviour policy and in line with pupil profiles of needs
8. Dealing with minor accidents
9. To assist with general admin duties 
10. Other appropriate duties relevant to the purpose of the post and within the grading and competency of the post holder, as reasonably required by the Head Teacher

PERSONNEL SPECIFICATION

All requirements listed in this specification must be (a) essential to the post and (b) assessable within the following.


FACTOR	 REQUIREMENT					METHOD OF ASSESSMENT


	Experience

Experience of dealing with children either in a domestic or work environment.

	Application Form/Interview


	Knowledge

Knowledge of ability to supervise children.  Ability to understand children's behaviour and to respond to their needs in varying circumstances.

Understanding of basic issues of hygiene and child safety.

Ability to act quickly and responsibly in the event of accidents or untoward circumstances.

Ability to communicate well with children.

Ability to undertake all duties in line with the Council’s Equal Opportunities policy.


Provide play opportunities for children, to enhance their playtime experience.

The ability to undertake a wide range of administrative tasks 
using set procedures. Demonstrate an understanding of the 
school and its values

	Application Form/Interview






Application Form/Interview


Interview

Interview

Interview



Application Form/Interview



Application Form/Interview

	Experience 

Admin Experience/Ability to navigate through
Platforms such as Google Drive/ Microsoft Outlook/LGFL Mail (preferable).                
	Application Form/Interview

	Qualifications

A sound knowledge of literacy, numeracy, SIMS, email, Google and IT skills. 
	Application Form/Interview

	Skills and Abilities

Flexibility of work habits will be essential, with the ability to work to demanding deadlines and manage stressful workloads for short periods.


	Application Form/Interview
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