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We are seeking to appoint a Learning Support Assistant and to be successful at St Catherine’s, you will need to:

· commit to our supportive but challenging ethos and culture
· be able to work independently but also as part of a team 
· be passionate about diversity and inclusion
· demonstrate an unwavering commitment to Catholic education and the ethos of the school

In return, we will offer you:

· a school where students are keen to learn and progress
· the opportunity to join a thriving and vibrant Catholic school
· an incredibly supportive group of colleagues and leaders

For an informal conversation about the role, please contact Ms Nana Konadu-Aboagye (SENDCO)

Key responsibilities and objectives:
· Assist individual students or small groups to enhance their understanding of the curriculum and promote independent learning.
· Provide tailored support for students with special educational needs (SEN), learning difficulties or disabilities.
· Monitor and record student progress and behaviour, sharing insights with teachers to inform instructional decisions.
· Collaborate with teachers in the planning and delivery of lessons, ensuring that all students are included.
· Prepare and organise classroom resources and materials to facilitate effective learning 
· Assist with classroom management and create a positive, nurturing environment that encourages participation and engagement.
· Support pupils that struggle with unstructured times during break and lunch time in the learning support hub.

Hours of Employment and Holidays 
Term time only (including staff INSET days) including one week in the Summer Holidays to manage SEND transition administration tasks.
Monday to Friday from 8.30 am to 4.30pm. 

[image: ]

[image: ]

School Receptionist/ Administrative Assistant

The School Receptionist/ Administrative Assistant will:

Standards & Quality Assurance:
· Be aware of and comply with policies and procedures relating Child Protection, Health, Safety and Security, Confidentiality and Data Protection, reporting all concerns to an appropriate person
· Maintain high professional standards i.e. formal, punctuality and attendance 
· Appreciate and support the role of other professionals 
· Participate in training and other learning activities and performance development as required Accompany staff and pupils on visits, trips and out of school activities as required

Whole-school organisation, strategy and development
· Contribute to supporting the school’s vision and ensure whole school values are represented and understood  
· Make a positive contribution to the wider life and ethos of the school

Health, safety and discipline
· Promote the safety and wellbeing of pupils and staff
· Maintain good order and discipline among pupils, managing behaviour effectively to ensure a good and safe learning environment

Professional development
· Take part in the school’s appraisal procedures
· Take part in further training and development to improve your role
Communication
· Communicate effectively with pupils, parents, and carers

Working with colleagues and other relevant professionals
· Collaborate and work with colleagues and other relevant professionals within and beyond the school
· Develop effective professional relationships with colleagues 
· Organise any relevant extra-curricular activities and visits which extend learning beyond the classroom
· Any other appropriate and reasonable activity as may be directed from time to time by the Headteacher.


[bookmark: _Hlk99314851] Personal and professional conduct
· Uphold public and maintain high standards of ethics and behaviour, within and outside school
· Have proper and professional regard for the ethos, policies, and practices of the school, and maintain high standards of attendance and punctuality

Key information
Start date:		As soon as possible
Salary:		Highly competitive and based on experience and potential
Visits:			By arrangement
Closing date:		Wednesday 26th April at 9am
Interviews:		Thursday 27th April 2023


This job description is not an exhaustive list of duties and the post holder will be required to undertake any other reasonable duties as discussed and directed by the Headteacher.


St Catherine’s Catholic School is committed to safeguarding and expects all applicants, referees and members of the school community to share this commitment
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St Catherine’s Catholic School

 Watling Street, Bexleyheath, Kent, DA6 7QJ	    01322 556333    info@stccg.co.uk   www.STCCG.co.uk


Headteacher :  Nicola Thompson BSc (Hons) NPQ
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Be a vibrant, inclusive, Catholic community
where there is mutual love, service and respect.
Offer opportunities to everyone on their unique
journey to nurture their strengths and potential.

Encourage everyone to positively serve our
society and the world by living our Gospel values.
Celebrate and empower
women of the future.
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