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[bookmark: _gjdgxs]Job description
Structure information
Job title: Communication Assistant
Reports to job title: Head of Swan Centre (Teacher)
Directorate: Children, Families & Schools
Division: Health Special Educational Needs (SEN) & Disability Services
Section: SEN, Swan Centre
Job identification number (JIN): 9214
Job evaluation
To work collaboratively within the Swan Centre team alongside teachers, a speech and language therapist, other communication assistants and school staff to support the planning, preparation, and delivery of specialist high quality provision for students with communication difficulties, including advice from an educational psychologist, and the wider context of the school.  
Principal accountabilities
1. To work supportively as a member of the staff team in the provision of an effective curriculum to meet the needs of students within the centre. 
2. To work alongside parents, teachers, other colleagues and multi agencies to create a positive and enabling learning environment in which a student’s all-round development is fostered within an inclusive setting.
3. To take responsibility for specific roles within the facility team as advised by your line manager, examples include, but are not limited to:
· As a key worker for individual students, setting and reviewing targets, with parent/carer liaison.
· Effective working partnership with curriculum staff.
· Differentiation of curriculum resources in liaison with curriculum staff.
· Support within a curriculum area.
· The inclusion of students in across the school.
4. To work with individuals or small groups, both within the centre and mainstream classrooms to support their learning programmes. 
5. To attend and participate in meetings, in-service training day (INSET) and other activities to ensure the development of good practice and to promote effective and efficient provision for students with a range of communication needs.
6. To promote and support the SEN and school policies, particularly, Every Child Matters, the Equal Access to Learning and Equal Opportunities policy.
7. To undertake such other duties appropriate to the grade and character of the post as may reasonably be required.
8. Work within the team to set and review students’ targets and record progress.
9. Support pupils consistently whilst recognising and responding to their individual needs.
10. Promote independence and employ strategies to recognise and reward achievement of self-reliance.
11. Work with the teacher to establish an appropriate learning environment.
12. Monitor and evaluate pupils’ responses to learning activities through observation and planned recording of achievement against predetermined learning objectives. 
Health and safety accountabilities
To co-operate in the implementation of the council Health and Safety policy and supporting standards, in particular, as set out in section 1 of the Health and Safety Policy and Management Standard.
Diversity and inclusion accountabilities
Understand the council’s diversity and inclusion aims and strategies.
Take an active role in ensuring that equality, diversity, and inclusive outcomes are embedded in your work activities, communications and interactions with staff and customers.
Challenge or report incidents where inclusion and equality in practice has not been followed, including reporting discrimination, harassment and bullying to your manager or other senior colleagues in your service. 
Note regarding duties
The list of duties in the job description are not exclusive or exhaustive. There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties. The council reserves the right to update your job description, from time to time, to reflect changes to your job. Proposed changes would be subject to consultation.


Person specification
Structure information
Job title: Communication Assistant
Reports to job title: Head of Swan Centre (Teacher)
Directorate: Children, Families & Schools
Division: Health Special Educational Needs (SEN) & Disability Services
Section: SEN, Swan Centre
Job identification number (JIN): 9214
Essential criteria
[bookmark: _30j0zll]Job-related education, qualifications, and knowledge
· Level 3 Teaching Assistant qualification or equivalent, or equivalent level of knowledge gained through experience.
· Knowledge of meeting the needs of those with special and additional needs.
· Knowledge of how schools work.
Experience
· Experience of working with students with developmental language disorder (DLD), and/or with students with Autism Spectrum Condition (ASC) in a secondary school environment.
Skills and abilities
· The ability to communicate and work effectively with parents, teachers, and other professionals.
· The ability to present information clearly and concisely. 
· The ability to work effectively and supportively within a team.
· The ability to take responsibility for your own role within the team and act on your initiative.
· The ability to demonstrate positive, confident, and sensitive management of students and communication with parents/carers.
· A recognition of and respect for the value of each pupil and a wish to encourage and enable each to fulfil his/her own potential.
· An awareness that individuals have different learning styles and the ability to develop ways to support them appropriately.
· Sensitivity and good listening skills.
· The ability to demonstrate creativity and attention to detail in the development of working practices.
· The willingness to be flexible and the ability to cope with change. 
· Optimism and a sense of humour.
· Basic word processing and information and communication technology (ICT skills) this will include google docs, Microsoft word, email and spreadsheets, BROMCOM/SIMS, CPOMS (training will be given if necessary).
Health and safety knowledge
· Commitment to acquiring awareness and knowledge of Health and Safety policy and practice as it applies in their area of work.
· Ability to co-operate and adhere to Health and Safety Policy, practices, and instructions.
Diversity and inclusion
· Demonstrate a genuine commitment to the council’s values in relation to embracing diversity and provide a service based on fairness and inclusion. 
Other requirements
· Be committed to meeting the needs of students with communication difficulties who can at times be challenging.
· Willingness to undertake appropriate training.
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