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INTRODUCTION

200 Meters
FROM WINCHMORE HILL 
TRAIN STATION

Hours
REQUIRED FOR 5 HOURS A 
DAY 

We are seeking a Learning Support Assistant to provide learning support for an 
individual pupil with special educational needs (SEN) in our Prep School. The role 
will involve working with teachers and the SENCo to support the pupil during 
lessons, transitions and activities within the school day. 

Closing date for applications: 9.00am on Tuesday 3 October 2023 

Interviews: week commencing Monday 9 October 2023 

The School reserves the right to interview candidates ahead of the closing date and applications will be 
considered as they are received.

Key facts: 

Part of The Mill Hill 
School Foundation

CO-EDUCATIONAL 
NURSERY AND PREP 
SCHOOL, GIRLS & BOYS 
3 TO 13

“Children make excellent progress in communication, language and literacy”

- ISI inspection, February 2022

Salary
£15,540 PER ANNUM 

Contract type 
1 YEAR FIXED



THE SCHOOL

Keble
Keble provides an excellent all-round education, 
combining high academic standards with 
opportunities for children to achieve in Sport, 
Music, Drama and a broad extra-curricular 
progrmme. An education that develops the 
abilities and enthusiasm of every child. 
At Keble, each student is encouraged to think 
independently, to be continuously inquisitive 
and reflective. Each individual pupil is valued 
and encouraged to uncover and nurture their 
talents, whilst celebrating their achievements.

The Mill Hill School Foundation Ethos  
The School is one of seven in the Mill Hill 
School Foundation, which comprises 
Grimsdell (Pre-Prep), Belmont (Prep), Mill Hill 
School (Senior) and Mill Hill International. 
Cobham Hall is located in Kent and became 
part of the Foundation in 2021 and our most 
recent additions are Keble Prep and 
Lyonsdown School in north London.

Our stimulating academic environment and 
numerous activities outside the classroom 
encourage learning and personal growth. We 
are committed to the development of every 
pupil and believe that our friendly and 
supportive community helps this to happen.

We seek as a Foundation to instil a love for 
learning which will last a lifetime whilst 
balancing this with a readiness to embrace 
change, and therefore equipping our pupils 
for life, both now and in the future. We are 
committed to the on-going professional 
development of all our teaching and support 
staff as well as the full induction and training 
of all new staff.



Supporting the pupil
• Build a positive relationship with the pupil,

promoting high self-esteem, independence and
social inclusion

• Promote high standards of behaviour,
responding to incidents in line with the school’s
behaviour policy

• Assist with the development and delivery of
individual education, support and care plans

• Support the pupil with their social, emotional
and mental health needs, escalating concerns
where appropriate

Teaching and learning 
• Demonstrate an informed and efficient

approach to teaching and learning by adopting
relevant strategies to support the work of the
teacher and increase the pupil’s achievement

• Contribute to the planning of differentiated
learning activities for the individual, delivering
activities inside or outside the classroom

• Support the teaching of a broad and balanced
curriculum aimed at helping the pupil achieve
their full potential in all areas of learning

• Promote, support and facilitate inclusion by
encouraging participation of the pupil in
learning and extracurricular activities

• Use effective behaviour management strategies
consistently in line with the school’s policy and
procedures

• Organise and manage teaching space and
resources to help maintain a stimulating and
safe learning environment

• Use ICT skills to advance the pupil’s learning
• Through observations, provide regular

feedback to teachers on the pupil’s progress,
attainment and barriers to learning

• Monitor, record and report on progress and
attainment

• Read and understand lesson plans shared prior
to lessons

Working with staff, parents/carers and relevant 
professionals
• Share knowledge and understanding of the

pupil with other school staff and education,
health and social care professionals, so that
informed decision making can take place on
intervention and provision

JOB DESCRIPTION

• Communicate effectively with other staff
members, pupils, and parents and carers

• Keep other professionals accurately informed
about performance, progress and any areas of
concern

• Understand their role in order to be able to
work collaboratively with classroom teachers
and other colleagues, including specialist
advisory teachers

• Collaborate and work with colleagues and
other relevant professionals within and beyond
the school

• Develop effective professional relationships
with colleagues

• Attend meetings when necessary

Professional development
• Help keep their own knowledge and

understanding relevant and up to date by
reflecting on their own practice, liaising with
school leaders, and identifying relevant
professional development to improve personal
effectiveness

• Take opportunities to build the appropriate
skills, qualifications, and/or experience
needed for the role, with support from the
school

• Take part in the school’s appraisal procedures

Other areas of responsibility 

Safeguarding 
• Work in line with statutory safeguarding

guidance (e.g. Keeping Children Safe in
Education, Prevent) and our safeguarding and
child protection policies

• Promote the safeguarding of all pupils in the
school

Please note: this is illustrative of the general nature 
and level of responsibility of the role. It is not a 
comprehensive list of all tasks that the postholder 
will carry out. The postholder may be required to 
do other duties appropriate to the level of the role, 
as directed by the headteacher or line manager.



Qualifications and Training	 ●	
• GCSE or equivalent level, including at least a

Grade 4 (previously Grade C) in English and
maths

Experience
• Experience working in a school environment

or other educational setting
• Experience working with children / young

people with special educational needs (SEN)
• Experience planning and delivering learning

activities

Skills and knowledge
• Good literacy and numeracy skills
• Good organisational skills
• Ability to build effective working relationships

with pupils and adults
• Skills and expertise in understanding the

needs of all pupils
• Knowledge of how to help adapt and deliver

support to meet individual needs
• Subject and curriculum knowledge relevant to

the role, and ability to apply this effectively in
supporting teachers and pupils

• Excellent verbal communication skills
• Ability to work as part of a team and to be

flexible in their approach to daily routines
• Active listening skills
• The ability to remain calm in stressful

situations
• Knowledge of guidance and requirements

around safeguarding children
• Good ICT skills, particularly in using ICT to

support learning

PERSON SPECIFICATION

Personal qualities
• Enjoyment of working with children
• Sensitivity and understanding, to help build

good relationships with pupils
• A commitment to getting the best outcomes

for all pupils and promoting the ethos and
values of the school

• Commitment to maintaining confidentiality at
all times

• Commitment to safeguarding pupil wellbeing
and equality

• Resilient, positive, forward looking and
enthusiastic about making a difference

• Capacity to inspire, motivate and challenge
children and young people
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If you would like to apply for this role, please 
complete an application using the Apply 
button below.

APPLY

Our Guidance Notes for Applicants can also be 
found on the portal. Please complete the 
application by 9.00am on Tuesday 3 October 
2023.

Interviews: week commencing Monday 9 
October 2023.

Please note that we are unable to accept 
applications unless they are made on our own 
application form. Due to the large number of 
applications the School receives, please be 
aware that only shortlisted candidates will be 
contacted to be invited for an interview.

The Foundation reserves the right to interview 
candidates ahead of the closing date and 
applications will be considered as they are 
received.

The Mill Hill School Foundation is committed 
to safeguarding the welfare of children. As 
part of our Recruitment Checks, the 
appointed candidate will be subject to a 
Social Media and Enhanced DBS Check.

The schools apply for an Enhanced Disclosure 
from the Disclosure and Barring Service (DBS) 
for all positions at the schools which amount 
to regulated activity. The role you are applying 
for meets the legal definition of regulated 
activity with children.

If you are successful in your application you 
will be required to complete a DBS Disclosure 
Application Form. Employment with the 
schools is conditional upon the schools being 
satisfied with the result of the Enhanced DBS 
Disclosure. Any criminal records information 
that is disclosed to the schools will be 
handled in accordance with any guidance 
and/or code of practice published by the 
DBS. It is an offence for person barred from 
working with children to apply for this post.

The Mill Hill School Foundation is committed 
to Equal Opportunities and welcomes 
applications from all sections of the 
community.
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HOW TO APPLY

https://ce0683li.webitrent.com/ce0683li_webrecruitment/wrd/run/ETREC107GF.open?VACANCY_ID=1258452iBu&WVID=1382942DeR


Keble Prep 
Keble Preparatory School Wades Hill 
Winchmore Hill 
London  
N21 1BG 
0208 360 3359

Follow us @KeblePrepSchool 
Twitter @KeblePrep

kebleprep.co.uk


