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Learning Support Assistant  
Job Description 

 

Post: Learning Support Assistant with specific focus on literacy and library – 20 

hours per week, 39 weeks per year  

 

Job Purpose: To assist the teaching staff in the education, supervision and welfare of all, 

or specific, pupils within a class or intervention group.   

 

Grade: Grade 3, point 12-16 - £7,398 - £7,992 

 

Reporting to:  English TLR 

 

 

Main Duties and Responsibilities 

 

To work closely with the English TLR to deliver effective interventions to pupils.  

 

To work proactively teaching literacy skills. 

 

To work under the guidance of English TLR planning and preparing interventions/learning 

activities. 

 

To deliver these in any key stage with a small group of pupils and on a one-to-one basis. 

 

Under guidance, take an active role recording and reporting on development progress and 

attainment.   

 

To manage and supervise pupil behaviour and attendance.   

 

MAIN RESPONSIBILITIES 

 

Teaching and Learning  

 

1. To assist in planning, organising, managing and delivering structured learning activities, 

which reflect specific literacy expertise and knowledge. 

 

2. To contribute to creating a safe, structured, stimulating, positive learning 

environment. 
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3. To design, plan and deliver literacy programmes that support individuals and groups’ 

literacy progress. 

 

4. To assist with the development and monitoring of Individual Plans, Programmes or 

Pathways.  

 

5. To promote positive values, attitudes and good pupil behaviour, dealing with conflicts 

and incidents. 

 

6. To prepare appropriate teaching materials or resources to support learning. 

 

7. To consider a range of strategies including SEAL and make effective use of 

opportunities provided by other learning activities to support the development of 

relevant skills. 

 

8. To develop and determine the need for specialist equipment including ICT and to 

prepare and maintain these as associated with the specific needs of individuals. 

 

9. To respond to pupil’s questions and generally helping pupils undertake activities and 

achieve learning outcomes. 

 

10. To monitor pupil responses to learning through observation and structured assessment 

against pre-determined learning objectives. 

 

11. To provide objective and accurate feedback sensitively for pupils, parents etc and 

produce evidence-based reports for English TLR. 

 

12. To ensure the milestones for achievement are appropriate and challenging, adjusting 

activity as required. 

 

13. To record progress and achievement. 

 

14. To invigilate exams, when required. 

 

15. To monitor and encourage pupil attendance. 

 

16. To instigate productive working relationships with pupils using methods to encourage 

pupil engagement, participation in activities, promoting of self-esteem and 

independence. 

 

17. To provide information and advice to enable pupils to make their own choices about 

learning and behaviour. 

 

18. To contribute towards pupil risk assessment and their reviews. 

 

19. To promote positive values, attitudes and good pupil behaviour, dealing with conflicts 

and incidents. 

 

20. To promote the inclusion and acceptance of all pupils in the classroom. 
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21. To contribute towards regular reviews of pupils’ progress including liaison with outside 

agencies and parents. 

 

22. To undertake, at the discretion of the Headteacher/SLT, such other activities as may, 

from time to time, be agreed consistent with the nature of the job described above.   

 

 

Teaching and Learning – maintaining our effective library service: 

 

1. To register books electronically (Micro Librarian). 

 

2. To liaise effective with the ICT team. 

 

3. To oversee Scholastic Book Club and Book Buzz. 

 

4. To oversee Kate Greenaway Award. 

 

5. To support World Book Day. 

 

CROSS SCHOOL RESPONSIBILITIES 

 

1. To ensure high quality educational provision and support for young people with 

MLD/Complex needs. 

 

2. To improve outcomes for children and young people, so that they can: be healthy; stay safe; 

enjoy and achieve; make a positive contribution; and achieve economic well-being. 

 

3. To fully and actively support the principles of Every Child Matters: Change for Children 

agenda and participate, as required, in the integrated processes, including the Common 

Assessment Framework.   

 

4. To work with colleagues to achieve SD&IP objectives and targets 

 

5. To participate in Performance Management and contribute to the identification of own 

team development needs. 

 

6. To support the development of the school ethos and identity. 

 

7. To support the development and implementation of extended services for the children and 

young people and their families. 

 

8. Provide clerical and administrative support, e.g. photocopying, typing, filing, collation of 

pupil reports and display, within the Library.  

 

9. Attend meetings and training sessions as required. 

 

10. Recognise own strengths and areas of expertise and use these to advise and support 

others. 
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11. Administer medication as appropriate following DfE guidance and school policy. 

 

12. To support pupils through transition (reintegration programmes). 

 

13. To maintain awareness of and commitment to the school’s Equal Opportunity Policies in 

relation to both employment and service delivery. 

 

14. To fully comply with the Health and Safety at Work Act 1974 etc, the school’s Health and 

Safety Policy and all locally agreed safe methods of work. 

 

 

This Job Description sets out the major duties and other tasks associated with the stated job 

purposes of the post of Learning Support Assistant Grade 3.  Other duties of a similar 

level/nature undertaken with the school are not excluded simply because they are not itemised.  

Job descriptions are reviewed annually through performance management processes. 

 

The duties could vary from time to time resulting from new legislation, changes in technology 

or policy development.  In these cases, training will be offered to enable the post holder to 

undertake this new work.  
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Person Specification: Learning Support Assistant 

 

Criteria 

Essential 
(E) 
or 

Desirable 
(D) 

How 

Assessed 
Application (A) 

Interview (I) 

Reference (R) 

Test (T) 

Qualifications Very good literacy and numeracy skills E A 

NVQ3 or equivalent qualification or 

experience 
D A, I 

Skills and 

Abilities 

Ability to communicate effectively with 

children and young people, whilst setting firm 

boundaries. 

E A, I, R 

Evidence of working effectively with children 

and young people with MLD/COMPLEX needs. 
E A, I, R 

Ability to involve children and young people in 

decisions about their future. 
E A, I, R 

Ability to involve parents/carers in decisions 

relating to their children. 
E A, I, R 

Able to meet children’s welfare and well-being 

needs. 
E A, I 

Experience of maintaining effective 

partnership working with external agencies. 
D A, I, R 

Can use ICT to effectively support learning E A, I, R 

Can use ICT effectively within Library 

barcode system. 
D A, I, R 

Sound organisational skills. E A, I, R 

Ability to write clear and concise reports.  

 
E A, I, R 

 Ability to self-evaluate learning needs and 

actively seek learning opportunities.  

 

E A, I 

Knowledge An understanding of MLD.COMPLEX needs 

including self-esteem, social skills, risk taking, 

behaviour and/or medical.  

E A, I 

Knowledge of a range of support/resources 

for children and young persons.   
D A, I 

A sound understanding of effective 

interventions and support for pupils with 

MLD/COMPLEX needs. 

E A, I 

Knowledge of Every Child Matters: Change for 

Children. 
D A, I 

Experience of and understanding of the need 

for monitoring and evaluation systems. 
D A, I, R 

Assist teacher with information gathering and 

resources as appropriate. 
E A, I, R 
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Criteria 

Essential 
(E) 
or 

Desirable 
(D) 

How 

Assessed 
Application (A) 

Interview (I) 

Reference (R) 

Test (T) 

Ability to recognise and resolve and/or report 

problems to teacher or other appropriate 

person. 

E A, I, R 

Other A commitment to inclusion and inclusive 

practice. 
E A, I, R 

Good understanding of safeguarding 

procedures and responsibilities. 
E A, I, R 

Ability to encourage participation and give 

feedback to pupils 
E A, I, R 

Work constructively as part of a team, 

understanding roles and responsibilities and 

your own position within these. 

E A, I, R 

An ability to work under pressure.   E A, I, R 

Recognise when to ask for advice and support. E A, I 

A commitment to equality of opportunity.  E A, I, R 

Assist with the administration of medication, 

under strict supervision.  Assist, where 

appropriate, with the personal care of pupils. 

E A, I 

Driving licence required to drive a minibus on 

occasions 
D A, I 

 A flexible attitude and an innovative approach. E A, I, R 

 The resilience to meet and overcome 

challenges. 
E A, I, R 

 Willingness to undertake appropriate. relevant 

medical training. 
E A, I, R 

 

The Ashley School Academy Trust is committed to safeguarding and promoting the welfare of 

children, and young people, and expects all staff and volunteers to share this commitment. A 

clear DBS (Disclosure and Barring Service) certificate at Enhanced level and a Staff 

Disqualification (by Association) Certificate will be required prior to commencing employment.   

 

 

 


