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	Job Title
	Numeracy Support Officer
	School
	Summerhill School

	
	
	
	

	Post Number
	SCH359
	
	

	
	
	
	

	Grade
	6
	
	     Salary
	£17914 - £19645 per annum

	
	
	
	


	Reports To
	Director of Maths

Jill Belcher – Director of Operations and Business – responsible of all Support Staff.



	Purpose of the Job

	

	Under an agreed system of supervision, to take the lead within the school to address the needs of students who need particular help to improve attainment in Literacy and EAL. 
Key Features: To implement agreed work programmes with individuals/groups and support teaching staff in the development and education of students including the provision of detailed and specialist skills/knowledge in particular areas. To assist the teacher in the whole planning cycle and supervise whole classes or groups during the short term absence of a teacher.
          



	Main Activities

	


	Teaching and Learning  
· Organise and manage sessions with groups of students in planned educational settings.
· Support student’s access to learning using appropriate strategies, resources, etc.

· Work with other staff, including specialist staff and professional agencies in planning, evaluating and adjusting learning activities as appropriate.

· Monitor and evaluate student responses and progress against action plans through observation and planned recording.

· Provide objective and accurate feedback and reports as required to other staff on student’s achievement, progress and other matters ensuring the availability of appropriate evidence.

· Manage record keeping systems and processes.

· Take a lead role in the development and implementation of appropriate behaviour management strategies.

· Implement agreed learning/teaching programmes, adjusting activities according to student’s responses/needs.

· Actively seek information regarding, and utilise, the range of activities, courses, organisations and individuals to provide support for students to broaden and enrich their learning.

· Determine the need for, prepare and use specialist equipment, plans and resources to support students.
· Monitor and assess individuals and groups of students in planned educational setting

· Provide formal feedback and reports as required on student achievement and progress
· Plan, prepare and deliver learning activities for individuals and groups 
· Design and produce worksheets or administer coursework with minimal supervision for groups of students.

· Undertake more complex marking of students work in line with school policy

· Undertake joint home visits as appropriate and in line with LEA policy

· Implement and evaluate specific curriculum plans and activities for groups of students to meet the individual needs of those students.

· Contribute to curriculum planning

· Contribute to the identification and planning of out of school learning activities beyond the school day.

· Under the guidance of a teacher, implement agreed work programmes with individuals or groups maintaining good order and keeping students on task.

· Contribute to the development and maintenance of school policies.

· Participate in working groups on curriculum matters

· Provide clerical/administrative support e.g. administer course work, produce worksheets for agreed activities.

· Determine the need for, prepare and maintain general and specialist equipment and resources.

· Undertake planned supervision of students out of school learning activities

· Supervise students on visits and trips as required.

· Be aware of and comply with policies and procedures relating to child protection, equal opportunities, health and safety, security, confidentiality and data protection, reporting all concerns to the appropriate person.

· Contribute to the overall ethos /work/aims of the school.

· Participate in training, other learning activities and performance development as required.

· Attend and participate in relevant meetings as required.

Support for the School
· Be aware of and comply with policies and procedures relating to child protection, health and safety, security, confidentiality and data protection.  Reporting all concerns to the appropriate person.
· Be aware of and support difference and ensure all students have equal access to opportunities to learn and develop.
· Contribute to the overall ethos/work/aims of the school.
· Establish constructive relationships and communicate with other agencies/professionals, in liaison with the appropriate staff, to support achievement and progress of students.
· Attend and participate in meetings as required.
· Recognise own strengths and areas of expertise and use these to advise and support others.
· Be responsible for the provision of out of school learning activities within guidelines established by the school.
· Contribute to the identification and execution of appropriate out of school learning activities which consolidate and extend work carried out in class.

· Participate in training, other learning activities and performance development as required.
· Any other duties commensurate with the duties/responsibilities/grade of the post
· All staff in school will be expected to accept reasonable flexibility in working arrangements and the allocation of duties including duties normally allocated to posts at a lower responsibility level, in pursuance of raising student achievement and effective team working.
· All staff in school will be expected to accept reasonable flexibility in working arrangements and the allocation of duties in pursuance of raising student achievement. Any changes will take account of salary/ status/hours and will be subject to discussion, in accordance with the guidance note on contractual changes.



	
	

	Special Conditions
	· This post is subject to the DBS checking process and requires enhanced clearance.
· The exact focus of the role will be decided at school level and will take account of the needs of the school and the development needs of the member of staff. 
· The salary offered reflects the fact that the post holder will be required to work x 37 hours per week, term-time only

	
	

	Car Allowance
	Travel expenses relating to school business will be paid in accordance with the school’s policy.

	
	

	Prepared By


	Jill Belcher
Director of Operations and Business

	
	

	Review Date 
	29th March, 2017




[image: image1.jpg]YOUrHR

HEEEEEERENET
HR Services from Dudley Council





	Job Title
	Numeracy Support Officer
	School
	Summerhill School

	
	
	
	

	Post Number
	SCH
	
	

	
	
	
	

	Grade
	6
	
	
	Salary
	£17914 - £19645 per annum

	
	
	
	
	
	

	Criteria (Essential)
	Assessment By

	
	
	Application
	Interview
	Test

	
	
	√
	√
	√

	Experience
	
	
	
	

	Demonstrable experience of working with children of relevant age.


	
	√
	√
	√

	Experience of working with students with additional needs.


	
	√
	√
	√

	Full working knowledge of relevant policies and codes of practice and awareness of relevant legislation.


	
	√
	√
	√

	Working knowledge of national curriculum and other relevant learning programmes.


	
	√
	√
	√

	
	
	
	
	

	Qualifications / Training
	
	
	
	

	NVQ Level 3 in a relevant subject or equivalent qualification

	
	√
	√
	√

	Minimum of GCSE or equivalent – Grade B
	
	√
	√
	√

	Specific qualification/ or equivalent in numeracy


	
	√
	√
	√

	Excellent numeracy skills. 


	
	√
	√
	√

	Commitment and willingness to undertake further training, assessment and development dependent upon existing qualifications and requirements of the post.


	
	√
	√
	√

	Practical Skills
	
	
	
	

	Ability to demonstrate knowledge and use a wide range

of current ICT systems and packages.


	
	√
	√
	√

	Good written and verbal communication skills.


	
	√
	√
	√

	Understanding of principles of child development and learning processes and in particular, barriers to learning.


	
	√
	√
	√


	Ability to plan effective actions for students at risk of underachieving.


	
	√
	√
	√

	Full understanding of the range of support services/providers.


	
	√
	√
	√

	
	
	
	
	

	Personal Qualities and Attributes
	
	
	
	

	A Knowledge of Equality & Diversity issues.


	
	√
	√
	√

	Ability to understand and relate well to children and adults.


	
	√
	√
	√

	Ability to work constructively as part of a team, understanding classroom roles and responsibilities and own position within these.


	
	√
	√
	√

	Ability to identify own training needs and willingness to participate in training and development opportunities.


	
	√
	√
	√

	To comply with the Schools commitment to the protection and safeguarding of children.


	
	√
	√
	√

	
	
	
	
	

	

	Prepared By
	Jill Belcher
Director of Operations and Business

	Date
	29th March, 2017
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