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                Job Description

The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment

Role: 	Learning support administrator

Reporting to: 	Director of Learning and Teaching

Job family:	Operations and Professional Services

Summary role: 	To provide administrative support to the learning support team, across the junior and senior school.

Hours/weeks of work. This is a term time only role. Term-time staff means staff who work less than 52 weeks per year (including holidays). This role is for 10 hours per week, 36 weeks per year 18.45% of full-time. Term-time staff have their pay (including statutory holiday pay p/year) averaged over twelve months, i.e. the school averages the pay of term-time staff so that post holders receive the same pay each month for all twelve months of the year. 

Key Tasks:

The role is to support the learning support coordinators by completing tasks such as:

1. Managing calendars for pupil meetings, writing up meeting notes and communicating between parents and coordinators 
2. Assisting in the marking of assessments (when possible) and writing up part of assessment reports
3. Completing online forms for access arrangements
4. Helping in preparing pupil strategy sheets
5. Collating learning support details for sharing in a weekly report
6. Ensuring that pupil information on iSAMS and CPOMS is accurate and kept up to date
7. General administration tasks as required

Safeguarding
This role will require regular interaction with pupils which equates to regulated activity with children. The post holder must at all times act with due regard to the school’s child protection and safeguarding policies and procedures and the school’s code of conduct. 

The following duties will be deemed to be included in the duties which you may be required to perform:
· child protection
· promoting and safeguarding the welfare of children and young persons for whom you are responsible and with whom you come into contact.

General responsibilities: 
· To ensure all duties are carried out in accordance with health and safety regulations 
· To undertake any training and development for the better fulfilment of the post  
· To undertake any ad hoc duties or projects as requested 
· To undertake any other duties and responsibilities as determined by the Bursar. 




This job description contains an outline of the typical functions of the job and is not an exhaustive or comprehensive list of all responsibilities tasks and duties.  The jobholder’s actual responsibilities, tasks and duties might differ from those outlined in the job description and other duties commensurate with this level of responsibility may be either permanently or temporarily assigned as part of the job.  

This job description is subject to review in line with the developing needs of the school.

Person Specification
	
	Essential 
	Desirable
	Evidence/ 
Assessed By

	Qualifications & training 
	Educated to A level or equivalent

	
	Application, qualifications

	Experience 
	More than two years administrative experience
	Experience of working in an educational environment

Awareness of the area of learning support 
	Application, references

	Professional Values 
	Empathy and understanding towards the needs and concerns of pupils and parents
	
	Interview, references

	Knowledge and understanding 
	Strong IT skills i.e. sending and replying to emails,
familiarity with Microsoft office

Ability to manage time effectively and work to deadlines
	
	Application, interview, references

	Skills 
	Good literacy and numeracy skills

Good written and oral communication 

Excellent customer service skills
	
	Application, interview, references

	Personal characteristics 
	Confidentiality and ethical conduct in handling sensitive information 
	
	Interview, references



Exeter School is an equal opportunities employer and welcomes applications from any appropriately
qualified person. 

Exeter School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment. All applicants should read the school’s safeguarding policy before applying. Applicants must be willing to undergo child protection screening including checks with past employers and the Disclosure and Barring Service.
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