





[bookmark: _Hlk212394832]
 
 
 
MIS 
Assistant
 
 
King Edward VI College
 
Specialist Support 
Assist
ant
 
Candidate Pack
 

The Role 
 
 

 
Specialist Support Assistant     	Start Date: Immediate start, subject to the candidate’s availability
Contract Type: Part Time, Term Time Only (195 days including 5 Training Days)
Working Hours: 34 Hours per week (0.79 FTE)
Monday, Tuesday, Thursday: 08:30am – 4:30pm
Wednesday and Friday 08:30am – 3:00pm

Fixed Term to cover Maternity Leave
Sixth Form College Support Staff Pay Scale Point 5 to 9
£25,159 to £26,818 per annum (Pro-rata part time £19,913 to £21,226 pa)

Closing Date for Applications:  Thursday 9th April 2026
Interviews to be held – Week commencing 20th April 2026
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Specialist Support Assistant
 	 
 	Person Specification 
 
 
Attributes, Values & Behaviours 

Ambitious 

Involved 














Supportive 


Genuine 
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Completing your application
 

Data Protection Act 2018 GDPR statement
Any personal data collected from applicants during the recruitment process will only be used for the 
purpose of recruitment within the college and will not be disclosed to any external sources without your 
express written consent.  Records of the successful candidate will be placed on their personal files.  
Records of unsuccessful candidates will be destroyed after six months.

· a completed TES application form
· a completed Equal Opportunities Form

You are asked NOT to send a Curriculum Vitae (CV).

The criteria in the enclosed person specification will be used to assist the short-listing process.
The specification identifies the minimum skills, experience and qualifications needed by you to carry
out the job effectively. When completing your application, you must ensure that you indicate how 
you meet these criteria.

Referees
Two references will be requested.  We expect one referee to be the head of the organisation where
you are currently employed (if applicable).  We normally write for references before an interview.  
If there are any special circumstances, and you mark that you do not wish a referee to be contacted
we will contact you directly.  If you have any personal connection with any of your referees, you 
will be required to disclose it.

Health
If you are successful in your application, you will be required to complete a medical questionnaire. 
This will be submitted to the Occupational Health Service, and you may be asked to have a 
medical examination.  If you think this may present a problem, please mention it in your application 
or at interview.

Certification 
Any contract of employment issued will be on the basis that all information supplied by you on the form, on additional papers and at interview is correct, and that no material facts have been omitted. You will be required to provide proof of all the qualifications you declare on the application form.
	
Equal Opportunities & DBS Disclosure

You are asked to return the equal opportunities questionnaire (which will not be available to the 
short listing or appointment panel).	

If you are successful in your application, you will also be required to complete a DBS application, at enhanced level, which will enable a check to be made with the Criminal Records Bureau on any 
criminal background.    	
	
If you have not heard from us within two weeks of the closing date you should assume you
have been unsuccessful in your application. 

Thank you for your interest in King Edward VI College, Nuneaton.
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* Focussing on collective improvement through the development of highly performing teams &
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« Demonstrating an unguenchable appetite for learning & exploring new ways of approaching
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* Being able to combine dreams & big ideas with details; act as doers, not just thinkers.




image100.png
« Setting a clear & compelling vision, always looking to inspire people to do things they never
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* Avoiding over complication & change for changes sake
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* Being obsessive about improving the experience we offer students & staff, acting as a role
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 Ensuring high levels of visibility & engagement of our leaders around our colleges & within our
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* Acting as champions of inclusivity & diversity & challenging any behaviours, structures or
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« Remembering to tell people when things are going well & actively celebrating the
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achievements of our students & staff at every opportunity.
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 Encourage innovations & ideas for improvement from others, focussing on the potential
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Acting as a role model for our staff in terms of staff wellbeing & work
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 Always believing in & promoting the ability of our staff & students to further develop their
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Not being afraid to take risks & encouraging this in others, ensuring we maximise learning from
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We are seeking to appoint an enthusiastic and inspirational individual to join and support our
Specialist Support Team. At the College, we take pride in fostering a supportive, reflective,
creative, and ambitious culture where staff and students work together to achieve the best
possible outcomes. We value respect, open communication, and actively involve both staff and
students in our ongoing improvement processes.

The successful candidate will become part of a dedicated and ambitious support network,
committed to meeting the evolving needs of our diverse student body.

The Person

We are looking to recruit the right person—one whose attitude, values, and mindset align with the
core principles of our college community. We seek staff and leaders who bring their authentic
selves to everything they do and who are eager to engage fully in all aspects of college life.

We want an administrator with limitless ambition for those around them and a commitment to
providing unwavering support.

The College

King Edward VI College (KE®G) is a high-performing and dynamic Sixth Form College, proudly
serving as the founding member of Better Futures Multi-Academy Trust (BFMAT). Our trust also
includes Bilborough Sixth Form College and Gateway Sixth Form College, and we are sponsored
by Coventry University.

This is an exciting time to join us as we strengthen and expand partnership links across the
education sector.

The college currently supports approximately 1,500 students and over 150 staff, with continued
growth on the horizon.
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Specialist Support Assistant

Person Specification

Qualifications Essential Desirable Assessed by

e A good standard of education to include GCSE English Application
and Mathematics v

e Teaching Assistant qualification (TA1) desirable or Application /
willingness to work towards v Interview

Experience

e Experience of working within a similar supportive role or Application
an education setting — training will be provided v

e Experience of working with protected characteristics Interview

v

Skills and Abilities

e Proficient in the use of Microsoft office products (word, Application /
excel) v Interview

e The ability to relate well to young people and to develop Application /
an effective rapport with those that you support v Interview

e Adaptability & Flexibility to meet the needs of our Interview
students and working hours around peak times within v
the college timetable

e A professional supportive approach when dealing with Interview
students, their families, teaching staff and external v
bodies

e Good organisational, planning and communication skills Application /
with an understanding of the need for confidentiality v interview
within the role.

e First Aid at Work certificate (or willingness to work Application /
towards), Health & Safety knowledge including manual v Interview
handing in relation to the role. (Training & qualifications
provided)

Values

e Be committed to the KE6 Mission and Values Application /

v interview

e Be committed to own self development and engage in Application /
regular continued professional development v Interview
opportunities

e Aclear commitment to the principles and practices of Interview
Equality & Diversity and the safeguarding of young v

people
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Classroom supervision of identified students with EHCP support need, including Autism, social
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emotional and mental health needs.




image37.png
Responsibility for identified individual during scheduled timetable sessions and unstructured times.
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General classroom resource support
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Examination and Assessment supervision and invigilation during examinations and assessments
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Supervision of students’ physical needs
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Generic duties for all College Staff:
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To support the College’s mission, values, and strategic objectives
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To support the College’s policies on diversity and inclusion
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To ensure awareness and compliance with the College’s Health & Safety Policies and practices
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As a member of staff working in a college setting, to have a duty to help keep young people safe
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To embrace the College’s commitment to people development by taking part in continuing
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We appreciate applicants may wish to discuss the potential role, job description, organisation or even
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