
Job Family Code 6CLES Role Title Student Support Worker - bank staff

Reports to (role title)
Professional Lead - PSS FHE16+ 

(post16)

Directorate / School Education & Lifelong Learning

Date Role Profile was created Aug-22

Work Context

Line management  

responsibility

 if applicable

Budget responsibility

 if applicable

Part A - Grade & Structure Information                                                                                                          

The below profile describes the general nature of work performed at this level as set out in the job family. It is not 

intended to be a detailed list of all duties and responsibilities which may be required. The role will be further 

defined by annual objectives, which will be developed with the role holder. The Council reserves the right to review 

and amend the job families on a regular basis.

Part B - Job Family Description

JE Band

Grade PS6

Service / Department PSS - FHE16+ (post 16)

192-227

Communication support (mostly through notetaking) will be provided to students with 

sensory impairments, at different educational establishments around Surrey.  This will be 

in-class support, in lectures, seminars, tutorial sessions and group work.  You will need a 

car to travel to different sites, during day-time hours. 

n/a

n/a

This is a peripatetic role, providing specialist in-class notetaking support to deaf and/or 

visually-impaired students in colleges and universities around Surrey. 

Role Purpose

including key outputs

Page 1



Support  delivery    

• Monitoring and maintaining a programme of activities / interventions e.g. wider 

curriculum support, maintaining supplies of materials and equipment.  

• Assist with the delivery of relevant schemes of work, delivery and assessment.                                                                                                                                                                                                                                                                                                                                                                              

• Deliver a range of learning support for existing systems or processes to agreed 

standards, to maximise quality of teaching & learning.

•  May carry out personal care routines as appropriate.

Planning & Organising

• Support more senior staff in classroom management and behaviour techniques.

•  Plan and deliver specified work to individual pupils, groups and the whole class.

Policy and Compliance

• Adhere to established standards of service delivery to support any associated regulatory 

or technical compliance requirements.

Work with others

• Receive and respond to everyday enquiries from colleagues and customers to provide a 

timely, courteous and effective service.

•  Report any concerns, problems or incidents, e.g. safeguarding, behaviour in 

accordance with relevant reporting procedures. 

• May be required to assist in the recruitment, selection and supervision processes,  to 

ensure high standards of team delivery.

Resources

 • May assist in the management of a small budget or recovery of income.

Analysis, Reporting & Documentation

• Provide and manipulate data for statistical and other report and run and present 

standard reports.

• Assist with regular assessment of performance of schemes and initiatives through the 

use of feedback, surveys and management information.

• Prepare and despatch a range of correspondence/documents connected with the 

defined area of activity.

Duties for all

Values: To uphold the values and behaviours of the organisation.

Equality & Diversity: To work inclusively, with a diverse range of stakeholders and 

promote equality of opportunity.

Health, Safety & Welfare: To work alongside colleagues in the maintenance of a safe 

working environment reporting incidents, accidents, repairs and maintenance promptly 

and taking appropriate action as required. Adherence to safe working under the health 

and safety policy is required.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                 

The Core National Standards for Supporting Teaching & Learning: To understand and 

carry out role in line with agreed standards, expectations & qualifications.

Contribute to and influence children’s learning and personal development.

To have regard to  and comply with safeguarding policy and procedures.                 

Representative 

Accountabilities 

Typical accountabilities 

in roles at this level in 

this job family
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Education, 

Knowledge, Skills & 

Abilities, Experience 

and Personal 

Characteristics

Details of the specific 

qualifications and/or 

experience if required 

for the role in line 

with the above 

description

Role Summary Roles at this level typically provide a practical support as part of a team. They will carry 

out a range of practical activities using knowledge of professional standards values and 

practice, together with a broad understanding of learning strategies. The work is within 

established processes and procedures and while it may not be subject to direct 

supervision, guidance is readily available. They will be expected to organise their own 

workload and set their own priorities within short, e.g. day-to-day or week-to-week 

timescales, usually reacting to clear deadlines or processes. They support more senior 

staff by covering specific aspects of the teaching/learning programme and will be fully 

versed in all the procedures of their specialism. They may be involved in 

guiding/supervising the work of more junior staff.

• Minimum 5 GCSEs at Grade C or above (including English & Maths), or equivalent, or 

able to evidence ability at an equivalent level.

• Understanding of Health and Safety requirements.

• Understanding of relevant regulations, processes and procedures and issues relating to 

the service user group. 

• Good written and oral communication skills with the ability to build sound relationships 

with customers.

• Require a technical/professional qualification related to the role. e.g. HLTA status, 

NNEB, or other relevant qualifications at level 2 or 3.

•  Competent in a range of IT tools.                                                                                                                                                                                                                                                                                                                                                                                          

• Ability to work with others to improve customer service.

• Good administrative, analytical and organisational skills.

• Able to prioritise and plan own workload in the context of conflicting priorities and work 

on own initiative.

• Ability to guide and support less experienced or more junior colleagues.

• Typically previous relevant work experience in a similar service environment.

• Some roles may require work out of office hours and physical effort.

To be shortlisted to interview for this position your application will clearly evidence:

•	Experience of working within deaf students and/or VI students

•	An ability support students as a notetaker, taking electronic notes

•	Flexibility to support students across Surrey

•	Level 3 qualification in specialist electronic or manual notetaking (preferable) or 

willingness to undergo training; 

*            Use of your own car for business purposes to travel to different college and 

universities around Surrey during week days.

Page 3


