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AND SCIENCE COLLEGE

Pound Lane, Moulton, Northampton, NN3 7SD
01604 641600
www.moultonschool.co.uk

[bookmark: _Hlk118984868]CURRICULUM SUPPORT ASSISTANT
[bookmark: _Hlk152334294]Grade F Point 6-7 (£23,893 - £24,294) 
37 hours per week, 40 weeks per year
£21,064 - £21,417 (actual salary)

We are seeking to appoint, with immediate effect, a Curriculum Support Assistant to work within the SEND team. The role will support the Special Educational Needs and Disabilities Coordinator (SENDCo) in ensuring that SEND pupils can achieve their learning potential through high quality provision.

The role reports directly to the SEND Manager and works alongside the SEND Team, to ensure the efficient and effective organisation of the Inclusion room. This role will facilitate ASDAN to small groups of SEND students (under the direction of the Deputy SENDCo).

CORE DUTIES AND RESPONSIBILITIES

· To undertake any duties of an appropriate nature as may be reasonably required by the Inclusion leadership.

· To work with the SEND Department manager to ensure the best provision is given in the school Inclusion room.

· Assist with the TA timetables and day to day cover of TA staff

· To support and teach small groups of students the ASDAN qualification.

· To lead small group interventions as directed by the SENDCo.

· To provide in class support to key SEND students when necessary.

· To assist with exam access arrangements when needed.

· To assist the SEN manager in the school inclusion room

· Work successfully alongside parents, stakeholders and outside agencies in fulfilling responsibilities.

· To be familiar with and follow all the school’s policies and guidelines on all areas and aspects of school life.



Personal Development: 
· working collaboratively with colleagues. 
· seeking help and advice as appropriate. 
· building on and developing prior specialist knowledge and experience. 
· undertaking further training as appropriate. 
· seeking to improve practice via observation and discussion with colleagues. 

Caring and Supporting
· Act as a positive role model for staff and students alike.
· Interact appropriately with all members of the school community and its stakeholders.
· Adhere to school policies and practice around safeguarding of students.
· Proactive in maintaining the school environment; taking appropriate action where necessary.
· Proactive in maintaining the school environment; taking appropriate action where necessary.


Other Duties and Responsibilities
· To maintain confidentiality at all times in respect of school related matters and to prevent disclosure of confidential and sensitive information
· To work within and encourage the school’s Equal Opportunity policy and contribute to diversity policies and programmes in relation to discriminatory behaviour.
· All staff have a responsibility to promote the safeguarding of children and young people
· Contribute to the overall aims and targets of the school, appreciate and support the roles of other members of the staff team
· Attend INSET, appropriate training and relevant meetings as required and participate in the school’s performance management process
· Carry out all duties and responsibilities with reasonable care for the health and safety of yourself and any other persons who may be affected by your acts or omissions at work and to co-operate fully with the Academy in health and safety matters

THIS JOB DESCRIPTION reflects the major tasks to be carried out by the post holder and identifies a level of responsibility at which they will be required to work. In the interests of effective working, the major tasks may be reviewed from time to time to reflect changing needs and circumstances. Such reviews and any consequential changes will be carried out in consultation with the post holder. 

You will be expected to ensure that reasonable care is taken at all times for the health, safety and welfare of yourself and other persons, comply with policies and procedures relating to health and safety within the School and demonstrate awareness/understanding of equal opportunities and other people’s behavioural, physical, social and welfare needs.
 
To carry out any other duties which fall within the broad spirit, scope and purpose of this job description.
PERSONNEL SPECIFICATION

	
CATEGORY ITEM
	
ESSENTIAL
	
DESIRABLE


	Qualifications

	· GCSE Maths & English (A-C Grade)
	· Further relevant qualifications which link directly to the role

	
Experience

	· Experience of working with SEND students
	· Computer literate
· Good communication skills 
· Experience of teaching small groups of students.


	Education and Training
	· Evidence of Continuing Professional Development
	

	Knowledge & Skills
	· Excellent communication skills 
· Excellent numeracy and literacy skills
· Excellent organisational skills 
· Ability to prioritise
· Excellent IT skills 
· Good time management skills and the ability to work to deadlines.
	· Knowledge of the SEND Code of Practice
· Knowledge of ASDAN
· Knowledge of key IT programs eg Sims, Go4Schools, EduKey etc.


	Personal Qualities
	· Ability to work and form positive relationships with students
· Ability to work under pressure and meet deadlines
· A flexible approach 
· Ability to work independently as well as part of a team
· Shares knowledge with others
· Understands and gets on well with all types of people
· Works with openness and integrity
· Understanding and respect for confidentiality in relation to all issues connected with the role.
· Patience.
· A sense of humour
	· Understanding of promoting positive relationships within the wider academy community

	Other
	· Moulton School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
· Committed to equality of opportunity.
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