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Job Details

	Job Title:  
	Pupil Support Assistant

	Job Profile No:
	

	Function:  
	Operations

	Cluster:
	Integrated Children’s & Family Services

	Grade:
	Grade 9

	Version Date:
	March 2021
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Job Purpose

	To help promote effective learning, teaching, personal development and an atmosphere where pupils can achieve to reach their potential under direction and supervision.
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Reporting Relationships

	Head Teacher
I

Depute Head Teacher/Principal Teacher

I

Pupil Support Assistant/Teacher
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Outcomes

	The post holder will be expected to:

· Support learning and teaching activities in the classroom.
· Support pupils during learning activities and breaks including lunchtime.
· Promote positive behaviour and positive relationships.
· Assist with the preparation, organisation and use of resources.
· Ensure the care, welfare and health and safety of pupils.
· Administer and provide medical and/or personal care for pupils as required.
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Knowledge 

	The post holder needs to be able to demonstrate an understanding or experience of:

· Working with children and young people.
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Job specific skills and competencies

	The post holder is expected to demonstrate:

· Proven oral communication, literacy and numeracy skills.
· Empathy, patience and tolerance and to respond positively to a variety of additional support needs. 

· Ability to maintain confidentiality.
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Organisational Behaviours 

	The post holder is expected to display the following behaviours:

Communication

· Relates well to others and works with them to help meet their needs.
· Is open and honest in communication.

· Provides constructive feedback/advice/instruction.

· Encourages contributions from others.

· Uses appropriate language which is clear and unambiguous (Plain English).

Customer Focus 

· Understands and responds appropriately to customers’ needs.
· Deals with customers fairly and equitably.

· Establishes good relationships with customers.

Professionalism

· Meets and maintains standards consistently.

· Is solution focussed.

· Takes a positive approach to work.

· Is flexible and willing to accept change.

· Maintains confidentiality.

· Keeps skills and knowledge up to date.

Respect
· Shows respect for people at all levels.
· Praises and acknowledges good work.

· Is courteous, polite and considerate to all.

· Complies with council policies, procedures and guidelines.
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Requirements of the Job  

	The post holder needs to hold as a minimum: 
PVG membership for regulated work with children and/or protected adults or, a willingness to obtain prior to a formal offer of employment being made. 
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Development 

	The post holder must have undertaken or be committed to undertaking the following within a specified period:

· Relevant approved first aider qualification and keep it up to date with appropriate refresher training.

· Online courses ‘protecting children’ and ‘data protection essentials’.

· Other training and development as identified as is necessary for the role.





