
 

Job Description  

Job Title: Wellbeing and Parental Engagement Officer 

Location Lynsted & Norton Primary School 

Grade: KR4  

Responsible to: Executive Headteacher 
 

JOB SUMMARY: 
 
Provide support, information and education service to parents of children attending the schools and 
investigate concerns raised by parents, pupils and teachers as agreed by the Head teacher and support 
a multi-agency approach where appropriate.  This role will include Teaching Assistant responsibilities. 
 
DUTIES AND RESPONSIBILITIES: 
 
1. Establish and foster good relationship with parents/carers of children at the schools. 
2. Encourage parental involvement in the school and its activities. Promote good communication 

through school parentmail & newsletters. 
3. Organise and run lunchtime social skills groups as necessary. 
4. Promote the self-esteem of parents/carers to help them to maximise their own personal and 

interpersonal skills, which will enable them to respond to family needs by communicating 
openly and providing good enough parenting. 

5. Share information on practical childcare and parenting skills, including how to meet the 
emotional needs of children (e.g. setting boundaries and consistent discipline). 

6. Support children and families with regard to personal difficulties and signpost as appropriate. 
7. Promote equality for all individuals, recognising and encouraging antidiscriminatory behaviour, 

respecting confidentiality (unless there are child protection implications), recognising clients' 
rights and choice and respecting personal beliefs and identity. 

8. Liaise with members of school staff regarding families/children as necessary and with parent 
carer consent. 

9. Attend support and staff meetings to continue own professional training and development as 
targeted through appraisal process. 

10. Liaise with the school's child protection officers. 
11. Complete quarterly monitoring as required. 
12. Maintain pupil attendance records, working with parents where necessary to improve 

attendance. Input attendance data using SIMs to produce reports. Attend monthly attendanc 
monitoring meetings.  

13. Attend regular support meetings with designated Senior Family Liaison Officer. 
14. Liaise with Family Liaison Officers in other schools. 
15. Complete Single Request for Support forms and attend the relevant meetings as required. Keep 

accurate records and upload to the relevant data base as required. 
16. Report seasonally to Governing bodies. 
17.  Implement structured learning activities/teaching programmes and support pupils in accessing 

learning activities under the guidance of the class teacher, providing feedback to pupils in 

relation to their progress and achievement in order for pupils to realise their full potential.  

18.  Manage classroom activities safely ensuring that the physical learning space and the resources 

in it are conducive to pupil learning.  



19. Be able to use a range of strategies to deal with classroom behaviour and understand individual 

behavioural needs to ensure pupils’ learning needs are met. Follow the school behaviour policy 

for rewards and sanctions, filling in behaviour forms and awarding certificates as appropriate.  

20. Timely and accurate preparation and use of specialist equipment/resources/materials as 

required by staff/curriculum/lesson plans etc. whilst creating and maintaining a purposeful, 

productive and safe working environment to ensure pupils learning needs are met.  

21. Supervise and monitor playtimes as directed, ensuring that pupil safety is maintained as 

outlined in the staff handbook.  

22. Perform any other reasonable tasks within the range of the salary grade. 


