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Birchwood 
Job Description:  Intervention Teaching Assistant (Classroom based) and Exam Secretary
	School:
	Birchwood 

	Grade:
	Kent Range 4 (term time only) 

	Responsible to:
	Headteacher


Purpose of the Job:

To co-ordinate and contribute to the development and wellbeing of children and young people, especially those who have a suspected or diagnosed Special Educational Need, by supporting their learning & progress, ensuring that they are developing the literacy, numeracy, communication and oracy skills to thrive and reach their full potential.  The development of social, emotional and mental health will be a key focus within this role.
Specific duties and responsibilities:

 Working under the direction and line management of the SENCo/Assistant SENCo:

· Support the SENCo/Assistant SENCo in managing the identification and assessment of students with AEN/SEN.

· Provide information to the SENCo relating to resource requirements and time tabling in relation to the support of SEN pupils, including updating timetables as required. 

· Work with the Assistant SENCo to create and maintain individual provision plans including in-year meetings for pupils receiving intervention(s).

· To timetable and allocate specific interventions for pupils.

· To facilitate and monitor Intervention Programmes and to co-ordinate this support for pupils with additional/special educational needs across the school.

· Evaluate and assess the impact of the Intervention Programmes using specialist SEN ICT programmes and Excel.

·  Liaise/ discuss/inform teaching staff regarding specific support which may be given to pupils with SEN based on work done during interventions.

· Support the evaluation of pupils’ progress using a range of assessment techniques. 

· Arrange and/or administer specific pupil assessments using baseline testing and/or software programmes e.g. dyslexia/dyscalculia screener, LUCID, literacy, reading tests.

· Provide results of assessments to SENCo and maintain database. 

· To update pupil information on SIMS.

· Assist SENCo in keeping the SEN Audit accurate and up to date and that staff are kept informed of pupil special/additional educational needs. 

· Assist with the preparation of information regarding exam access arrangements for identified pupils including gathering supplementary evidence to support formal applications.
· To ensure Exam Access Arrangements booklet is updated/accurate/distributed.

· Demonstrate a commitment to collaborative and cooperative working with colleagues.

· Improve own knowledge and practice including responding to advice and feedback.

· To respond to pupils’ diverse learning needs, providing challenging learning opportunities appropriate to their identified level of understanding, and helping them overcome barriers to learning enabling full access to all curriculum opportunities.

· Have high expectations of all pupils, with a commitment to helping them fulfil their potential, through planning, monitoring and delivering teaching and learning activities. 

· Deliver teaching materials to small groups of pupils during timetabled lessons.

· Act as a form tutor and give pastoral support to the form group.
Working under direct line management of the Headteacher:

Examinations Officer

· To ensure that all aspects of public and internal examinations are carried out effectively and meet legal requirements as necessary.
· To be responsible for all issues concerning National Qualifications.

· To organise the administration of all examinations (including modular tests) in liaison with the Head to oversee the preparation of timetables, allocation of rooms, organisation of seating plans and staffing requirements.

· Write and keep examination policies updated.

· To process and forward all student entries ensuring that all Examination Board deadlines are met.

· To process and forward all controlled assessments to moderators and scripts to markers ensuring that all deadlines are met.

· To be the main contact person for communication between the school and relevant Examination Boards.

· To organise “special arrangements” for students with special educational needs in liaison with the SENCO and arrange for “special consideration” appeals in regard to students who have been disadvantaged in some way.

· To deal with any parent/carer enquiries relating to any public examination issues.

· To deal with any queries, appeals and script requests after results have been received in liaison with the Head.

· To be on site on the examination results day to carry out necessary administration tasks.

· To be responsible for downloading all public examination results and for co-ordinating the distribution of these results to pupils.

· To co-ordinate entries and withdrawals in liaison with the Head.

· Keep updated with JCQ and other Boards regulations and share information with staff as appropriate.

· To be responsible for the administration of all internal examinations in liaison with the Head.

· To support teachers with advice and guidance on examination requirements for new courses they would like to introduce.

· To ensure correct procedures and environments are available for examinations

General duties and responsibilities:

· Use effective strategies to promote positive behaviour.

· To assist with the supervision of pupil(s) out of lesson time, as necessary.

· Undertake additional duties in response to fluctuating demands and in response to the needs of the wider school community e.g. 

· Support for pupils who have exam access arrangements (including acting as invigilator, scribe, reader etc. for internal/external exams).

· Pupil mentoring

· Attendance on academic placement and school trips

· Actively promote all aspects of the school’s SEN provision in a positive way

· Provide a positive role-model in terms of timekeeping, dress code and work ethos

· Support the maintenance management of health and safety in accordance with the health and safety policy.

· Contribute to the promotion and effective implementation of the school’s SEN, Equality and Diversity Policies. 

· Comply to any reasonable request from a manager to undertake work of a similar level that is not specified in this job description

· Employees are expected to be courteous to colleagues and students and to provide a welcoming environment to visitors and telephone callers.

The role will require a high level of ICT skill.

Birchwood
Person Specification:  Intervention Teaching Assistant and Examination Secretary
The following outlines the criteria for this post.   Applicants who have a disability and who meet the criteria will be shortlisted.   

Applicants should describe in their application how they meet these criteria.

	
	CRITERIA 

	QUALIFICATIONS

	A Levels or Level 3 qualifications

English & Maths to GCSE Grade C or equivalent

	EXPERIENCE


	Successful relevant experience of working with challenging young people.

Requires knowledge and procedures for supporting and leading learning activities in a specialist area. 
Relevant experience of Examination Secretary role preferred.

	SKILLS AND ABILITIES


	Ability to relate well to children and adults, understanding their needs and being able to respond accordingly.

Good influencing skills to encourage pupils to interact with others and be socially responsible.

Excellent communication, listening and observation skills

Ability to deal with difficult/sensitive situations.

Ability to manage confidential information.

Organisational abilities and accurate record keeping skills.

Good inter-personal skills.

High level written communication skills – including report writing.

High level of ICT skills.

	KNOWLEDGE


	Have good working knowledge of relevant policies and procedures relating to child protection, health & safety, GDPR, equal opportunities and confidentiality.

Sound knowledge and understanding of child development.

Knowledge of barriers to learning.

Demonstrate an understanding of confidentiality and safeguarding  issues in a school setting.


Footnote:    This job description is provided to assist the post holder to know their principle duties.  It may be amended from time to time in consultation with you without change to the level of responsibility appropriate to the grading of the post.
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