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	JOB DESCRIPTION

Senior Midday Supervisory Assistant



	PLACE OF WORK: 

	CURRENT GRADE: NJC 3-5

	REPORTS TO:   School Business Partner/Head of School
	 

	1.
	MAIN PURPOSE OF JOB 

Managing and leading the lunchtime team and managing the supervision of the children at lunchtime, ensuring they are safe, active and well behaved.

	2.
	KEY TASKS


	
	i. 
	Managing & leading the lunchtime team to ensure they are deployed appropriately to cover all areas.

	
	ii. 
	Regularly reviewing the lunchtime duties/rota to ensure the lunchtime team has experience of all areas, inside and outside.

	
	iii. 
	Ensuring that you and the lunchtime team are kept abreast of developments and events in school and that training is undertaken by all members of the team.

	
	iv. 
	Building an effective team spirit.

	
	v. 
	Being a good role model to the staff and to the children.

	
	vi. 
	Organising the replacement midday assistant cover in the event of absence in liaison with the School Business Manager/administration team.

	
	vii. 
	Completing payroll timesheets as necessary.

	
	viii. 
	Implementing an induction programme with new staff in liaison with the School Business Manager and ensuring the lunchtime handbook is kept up to date.

	
	ix. 
	Planning, preparing and delivering a suitable programme of imaginative and structured activities appropriate to the needs, interests and age of the pupils.

	
	x. 
	Regularly checking the play equipment and in liaison with the School Business Manager/Resources Co-ordinator, purchasing toys and equipment as necessary and within agreed budget.

	
	xi. 
	Liaising with nurture Teaching Assistants to provide interventions for pupils experiencing emotional and/or behavioural problems.

	
	xii. 
	Responsible for the safety, welfare and good conduct of the children during the lunchtime break.

	
	xiii. 
	Regularly review incidents, accidents, health & safety or behaviour issues at lunchtime and investigate for trends or causes.  Implement appropriate actions to avoid repetition.

	
	xiv. 
	Taking a lead in the evacuation plan at lunchtime as required.

	
	xv. 
	Overseeing the administration of first aid (a first aid certificate will be required and training will be provided).

	
	xvi. 
	Ensuring the correct protocols are followed with regards to reporting accidents, incidents and any child protection concerns.

	
	xvii. 
	Maintaining good behaviour and discipline in accordance with the school’s behaviour policy.

	
	xviii. 
	Ensuring all areas are left clean and tidy at the end of the lunchtime session.

	
	xix. 
	Communicating and liaising with parents, staff and governors.

	
	xx. 
	Comply with all Academy and Trust policies and procedures.


	
	xxi. 
	To co-operate in any staff development activities required to effectively carry out the duties of the post and to participate in the Trust’s appraisal process.


	
	xxii. 
	Any other reasonable duties commensurate with the level of the post.


	3.
	SUPERVISION / MANAGEMENT OF PEOPLE

Midday Supervisory Assistants
 

	4. 
	MAIN CONTACTS AND RELATIONSHIPS

Internal: Staff, pupils, governors

External: Parents



	5. 
	SPECIFIC AREAS OF RESPONSIBILITY

Team briefing 

Setting up the dining hall if and when required 
Supervision of the children and management of staff in the dining hall, in the classrooms (wet play), school playgrounds, school field and adventure trim trail for the duration of the lunch period.

Reporting and recording of incidents and accidents

First Aid

Safeguarding


	PERSON SPECIFICATION

Senior Midday Supervisory Assistant


	6.


	KNOWLEDGE AND QUALIFICATIONS

Essential, i.e. the postholder must have:
· Knowledge & understanding of child welfare and the needs of pupils

· An understanding of child protection & safeguarding children

· Knowledge of behaviour management strategies

· Knowledge of accident and incident reporting procedures

· Reporting procedures & confidentiality

· Knowledge and understanding of the school’s behaviour policy

· Current First Aid Certificate (training will be provided)
· Current GDPR Certificate (online training available)
· Current Safeguarding Certificate (training will be provided)
Desirable, i.e. the postholder would ideally have:
· Experience of working in a school environment


	7. 
	EXPERIENCE

Essential, i.e. the postholder must have:
· Experience of working with children
· Experience of staff supervision
Desirable, i.e. the postholder would ideally have:
· Experience of working in a school environment


	8. 
	SKILLS AND PERSONAL QUALITIES

Essential, i.e. the postholder must have:
· Organisational  & communication skills

· Ability to lead and motivate the team

· Problem solving skills

· Ability to address and resolve issues quickly (e.g. behaviour, infringements) to avoid escalation

· Supporting pupils to resolve disagreement in line with the school’s code of conduct and expectations of behaviour

Desirable, i.e. the postholder would ideally have:
· Good literacy and numeracy skills



