
PA / Support Worker – Job Description
Job ref: XS 8.8d
School: Beaucroft Foundation School & College
Grade: XS 8.8d Dorset Grade 5 
Reports to: Co-Headteachers / Senior Leadership Team

Main job purpose: 
P.A. / Admin – To provide efficient and confidential secretarial and administrative support to an individual Teacher. To support the individual with admin tasks related to their teaching and additional whole school responsibilities, such as, with written and verbal correspondence, agenda and paperwork preparation, minute taking during meetings.
Support Worker – To provide support with carrying/transporting of resources required by the Teacher across the school and college sites. To accompany the Teacher during their classroom-based and additional responsibilities working hours. To recognise, respond and provide support, when necessary, to the individual in-line with their Care Plan. 

Main responsibilities and duties: 
P.A. / Admin
1. To provide efficient, effective and confidential secretarial and administrative support to the individual Teacher, including word processing correspondence, emails, reports, agendas, minutes. 
2. To support with the organisation of appointments/meetings and prioritising of tasks. 
3. To support with drafting and sending of email correspondence, following verbal direction of the teacher.
4. Collate and prepare information for meetings attended by the Teacher. As directed by the individual, arrange meetings and prepare minutes for circulation, as appropriate. 
5. Promote and safeguard the welfare of children and young people in accordance with the school and college’s safeguarding and child protection policy. 

Support Worker
1. To accompany the Teacher during classroom-based teaching, class outings, and working across both the school and college sites to support the teacher with the provision of both the teacher’s class-based teaching responsibilities and additional whole school/college responsibilities.

2. To carry equipment and resources, such as, books, laptop, resources, between classes and sites as needed. 

3. To carry equipment used to support the individual’s sensory needs, such as, ear loops, headphones, pillow.

4. To recognise, respond and support the individual, when necessary, in-line with their Care Plan. To support with keeping the students safe, alongside the other teaching staff, during occasions with the Care Plan needs to be actioned.  

5. Support with setting up and clearing away of resources and activities led by the Teacher.

Knowledge & skills 
1. The post requires a high degree of interpersonal, organisation, communication and administrative skills; including initiative, flexibility, diplomacy, discretion and a professional approach. 
2. The postholder must be numerate, and computer literate. 
3. Knowledge and experience of the following ICT software applications: Microsoft (MS), Word, Outlook, Desk Top Publishing Software, SIMS. 
4. Should have a minimum of 5 A*-C GCSEs qualifications (or equivalent) including English and Mathematics.

Supervision & management 
Management & Supervision of others: 
• XS8.8d – There is no management or supervisory responsibility 

Problem Solving and creativity 
1. To take decisions on a day-to-day basis to ensure administrative deadlines and requirements are met. 
2. To support with the prioritisation of workloads – Teachers and own.
3. To deal with changing and conflicting deadlines. 
4. To frequently deal with non-routine queries.

Key contacts & relationships 
Daily contact by telephone/face to face with Teachers, Staff, Pupils, Parents, and other visitors to the school providing information, advice and guidance. 
To use judgement and give advice on occasion without reference to the individual Teacher.
 
Decision making 
1. To work under the direction of the individual Teacher and to take decisions as appropriate. 
2. To take decisions on a day-to-day basis to ensure administrative deadlines and requirements are met. 

Resources 
General Office equipment (e.g. Word Processor, photocopier, telephone and post). 

Working environment 
Working in busy classroom and SEN education setting with frequent use of IT equipment. 
Frequent interruptions. 
Occasionally processing heavy loads of incoming/outgoing mail. 
SEN school and college environments.  
Occasional off-site working, accompanying the teacher on class outings.






