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Job Description

DIRECTORATE:	Education, Early Years & Young People

DEPARTMENT:	Education Engagement Team

POST:	Education Engagement Team Assistant 

GRADE OF POST:	GR06

RESPONSIBLE TO:	Lead Education Engagement Co-ordinator 

JOB PURPOSE:	

To support the Education Engagement Team in the provision of support and advice to families who Electively Home Educate (EHE) their children and young people, ensuring that they have access to suitable support and advice to meets their educational needs.  

To help improve the welfare and educational experience of children and young people and increase the level of engagement in education. 


PRINCIPAL RESPONSIBILITIES AND ACTIVITIES:

· To deliver welfare and learning support as directed to parents and pupils who are electively home educating and are not working to a normal timetable.
· To work with the Education Engagement Team to help with administration tasks, providing general and specific assistance to support parents and pupils. 
· To engage with parents/carers who have expressed an interest or have chosen to educate their children at home, offering advice and guidance by phone or in person.
· Support transition activities for pupils who are returning to school -based education or post 16.
· To explore options and signpost to other Council services and facilities for parents, as applicable, and to also seek to ensure EHE children/young people have appropriate access to services and facilities from other agencies that would generally be delivered via a school.
· Attend safeguarding meetings on behalf of education and feedback to schools and other professionals as required.
· Create and maintain a purposeful, orderly, and supportive environment. 












GENERAL DUTIES

Health and Safety
To fulfil the general and specific roles and responsibilities detailed in the Health and Safety Policy


Equal Opportunities
To ensure that all activities are operated in accordance with Equal Opportunities legislation and best practice.

Safeguarding
Protecting children, young people or adults at risk is a core responsibility of all employees. Any concerns should be reported to the Adult Safeguarding Team or Children’s IAA Service within MASH.

Review and Right to Vary
This Job Description is as currently applies and will be reviewed regularly. You may be required to undertake other tasks that can be reasonably assigned to you, including development activities, which are within your capability and grade.


Criminal Records Check 
This post requires a criminal records check through the Disclosure & Barring Service (DBS).
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Education Engagement Team Assistant

The following attributes represent the range of skills, abilities, and experiences etc. relevant to this position.  Applicants are expected to meet the attributes that have been identified as essential.
	Attributes
	Requirements
	Essential
	Method of Evaluation/Testing

	Qualifications, Education & Training


	· Educated to QCF (NVQ) Level 3 or an ability to demonstrate competence through experience.
· Excellent numeracy/literacy skills. 
	Yes


Yes
	Production of original Qualification Certificates and application form. 

	Knowledge & Experience
	· Experience of working with children and knowledge of identification of safeguarding issues.
	Yes
	Interview, application form, and selection process.

	
	· Understanding/knowledge of relevant legislation and Welsh Government guidance relating to elective home education. 
	Yes
	

	
	· Understanding of principles of child development and learning process, in particular barriers to learning.
	
	

	
	· Understand/knowledge of a range of support services and providers.
	Yes
	

	
	· Knowledge and understanding of child protection procedures.
	
	

	Skills & Personal Qualities 
	· Ability to form constructive working relationships with colleagues.
	Yes

	Interview, application form, and selection process.

	
	· Good interpersonal and communication skills, with the ability to build a rapport with children and adults.
	Yes
	

	
	· Ability to manage one’s own time and workload effectively.
	Yes
	

	
	· Good IT skills.
	Yes
	

	
	· Ability to work independently or as a part of a team. 
	
	

	
	· Full driving licence with access to a vehicle during working hours.
	Yes
	

	
	· The ability to communicate through the medium of Welsh.
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