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HARLINGTON UPPER SCHOOL

JOB DESCRIPTION

Learning Support Manager

	


	Responsible to:
	SENDCo/Headteacher


	Salary:
	NJC level 4A (Points 11 – 15)
£24,054 - £25,878
Actual Salary for 37 hours, term time only, plus 5 training days:  
£20,574 - £22,134


	Hours:


	37 hours per week.  



Purpose of the Post:  
· To work as part of the Learning Support Team, with the aim of supporting student achievement and wellbeing.  Promoting the inclusion of all students in their learning activities.
	Harlington Upper School is committed to Safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.   

All posts working with children will be subject to the disclosure of criminal records.


Main duties and responsibilities:

Working with students 

· To support student learning by communicating clearly and effectively with them and through questioning, instructing, explaining and feedback. This will include the effective liaison with teachers, support staff and professionals out of school. 

· To assist with the pastoral care of students, attending to their personal and social needs as necessary and building and maintaining successful relationships with them

· To promote and support the inclusion of all students in the learning activities in which they are involved. 

· To assist with preparation for school visits and the supervision of students on such visits, in liaison with the Educational Visits Coordinator. 

· Plan and implement literacy and numeracy and other appropriate programmes for identified students;

· Under the supervision of the class teacher, to undertake a range of teaching activities with individuals, groups of students and whole classes, where appropriate, using a range of techniques to present learning tasks and curriculum content in a clear and stimulating manner in order to maintain students' interest and motivation. 

· Under the supervision of the classroom teacher to plan, prepare and deliver lessons to groups and the whole class where appropriate

· Provide specialist SEND support and advice to teachers/subject/year teams to inform schemes of work and lesson plans, devising appropriate learning activities as appropriate, including preparation of teaching materials.

· To assist the classroom teacher in evaluating students' progress through a range of monitoring and assessment activities, using the results of this monitoring to inform further support work, developing students' skills and learning and to give oral and written feedback on attainment and progress to both students and the teacher, as required. 

· To maintain the discipline and the health and safety of students when engaged in school activities on the school premises and authorised school activities elsewhere.

· To maintain knowledge and familiarity with requirements of the curriculum to assist with the effective teaching of subject specific and basic skills and to ensure that opportunities are taken to develop students' learning and skills. 

· To support students with behavioural difficulties with their learning and interaction with others.
Leadership, Management and Administration

· To assist the SENDCo in the management and delivery of the SEND provision in school.

· To manage a team of Teaching Assistants, giving guidance, support and advice; contributing to induction training of newly appointed Teaching Assistants and further training as appropriate, and assisting the Headteacher/SENDCo in coordinating the deployment of Teaching Assistants within the school.  Working at all times within the school’s policies and procedures
· To carry out performance management arrangements for Teaching Assistants and liaise with the Headteacher on training and development needs identified. 

· To liaise as necessary with parents and carers and with outside agencies, offering support and advice as appropriate. 

· To manage the production and review of personal support plans; contribute towards the management and review of EHC Plans

· To attend staff, subject, pastoral and organisational meetings and other arrangements as part of the professional team
· To maintain confidentiality at all times in respect of school-related matters and to prevent disclosure of confidential or sensitive information.


· To undertake tasks of a similar nature and level, as directed by the Headteacher/ SENDCo. 
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Person Specification

Learning Support Manager
	Essential
	Desirable

	Qualifications



	Educated to GCSE level (or equivalent) with English and Maths at grades A*-C


	Educated to A2 / A’ level / Level 3



	Skills and Experience



	An understanding of how to work with young people


	

	Previous experience in a school classroom support role.
	Experience of working in a school in a supervisory or management role.

	Experience of working in the SEND Provision


	

	Understanding of the educational system, and SEND.

	

	Knowledge of behaviour management strategies
	

	Willingness to undertake training


	Experience of manual handling/ provision of personal care 

	Personal Attributes



	Ability to work effectively as a member of a team


	

	Ability to work on own initiative 


	

	Good communication and interpersonal skills


	


