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BRIGHTON & HOVE CITY COUNCIL


JIN 4483
JOB DESCRIPTION

	Job Title:

	Higher Level Bilingual Liaison Assistant (HLBLA)

	Reports to:

	EMAS Early Years Leader

	Department:
	Education and Skills

	Section:

	Families, EMAS Children and Learning


Purpose of the Job
To work closely with the Early Years leadership team and Early Years settings to deliver effective bilingual support to children and families with English as an Additional Language (EAL)in the city. The role will involve managing referrals and timetabling, and supporting EMAS management with induction, training, mentoring and appraisals for a large team of peripatetic bilingual assistants (BLAs).
Principal Accountabilities

1. To communicate effectively with Early Years settings and other professionals about appropriate Bilingual Liaison Assistant support for children new to English, liaise with EMAS staff and the setting staff to set up the bilingual support to fulfil the established need.
2. To manage the referral system for EMAS pre-school support and prioritise placement of Bilingual Assistants in settings.  Ensure records are maintained on the support provided to each child, including dates for the support and level of support provided. 
3. Using assessment questions and picture books, carry out initial assessments of the child and how their language is developing and use this information to assess ongoing priority/needs. \
4. Provide advice to the EAL Coordinator and key person in the settings on effective planning for BLAs and monitor record keeping. To liaise with EMAS teachers if there is an issue with planning in a setting and to support a new BLA to understand the planning diary system
5. To line manage and carry out appraisals for early career Bilingual Assistants 

6. To ensure BLA knowledge base is maintained by delivering effective training and mentoring to new BLAs and creating opportunities for them to observe good practice in supporting pre-school children with EAL

7. To support the EMAS Early Years leader with BLA recruitment and induction.
8. To identify children, families and settings needing additional support and refer them to the EMAS Early Years teachers so every child known to EMAS has early identification of additional need

9. To advise EAL coordinators and key persons on effective strategies to support children with EAL and refer them to training/support from EMAS teachers

10. To communicate effectively with EMAS professionals and Early Years settings and professionals through visits, phone calls and emails to ensure efficient operation of the service in a cost effective and time efficient manner
General Accountabilities
To co-operate in the implementation of the council Health and Safety policy

In particular: as set out in section 4.7 of the Health & Safety Policy:

· To take due care of their own health and safety and that of others, who may be affected by their acts and mistakes at work

· To use equipment according to instructions

· To ensure that they do not use facilities and equipment recklessly or interfere with the safe use of equipment, materials or systems

· To report any unsafe act, or condition, any accident or incident according to Health and Safety Policy

Knowledge required: (this should be included in the person specification)

· 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
Your duties will be as set out in the above job description but please note that the Council reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.  

You will be consulted about any proposed changes.

The list of duties in the job description should not be regarded as 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 as may reasonably be required.

BRIGHTON & HOVE CITY COUNCIL

PERSON SPECIFICATION

	Job Title:

	Higher Level Bilingual Liaison Assistant (HLBLA)

	Reports to:

	EMAS Early Years Leader

	Department:
	Education and Skills

	Section:

	Families, EMAS Children and Learning


Essential Criteria

	Job Related Education, Qualifications and Knowledge
	· Teaching assistant equivalent qualification or experience

· Educated to NVQ level 2 or equivalent 
· Understanding of child development and learning processes and in particular, barriers to learning

· Understanding of learning needs of children and families with EAL
· Understanding of range of Early Years support services and providers

	Experience
	·  Significant experience of working as a bilingual assistant in the early years 
· Good experience of training and mentoring staff
· Good experience of providing advice and guidance around EAL to staff in Early years settings
· Experience of identifying children, families, Early Years settings and colleagues needing additional support to achieve positive outcomes for EAL pupils



	Skills and Abilities
	· Ability to carry out appraisals and target set for BLA staff

· Ability to use English accurately and effectively for phone calls and emails 

· Ability to relate well to children and adults
· Ability to work well as a team member, lead and support colleagues 
· Ability to manage own workload and liaise effectively 
· Well developed IT skills and able to use the full Microsoft Office package


	Equalities
	· To be able to demonstrate a commitment to the principles of Equalities and to be able to carry out duties in accordance with the Council’s Equalities Policy.




Admin for travel 
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