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Job Description

DEPARTMENT:		Early Years ALN Cognition & Learning and CMMI

POST:	ALN Officer

GRADE OF POST:	GR08

RESPONSIBLE TO:	ALN Lead Early Years, Cognition & Learning & 		CMMI
JOB PURPOSE:	
To work collaboratively with Local Authority colleagues to ensure Non-maintained education provider settings meet their responsibilities under the ALNET Act and Code (2021) and the Equality Act (2010).
To support and contribute to the planning and delivery of provision for children with Additional Learning Needs (ALN) in Non-maintained settings. To support the IDP process within the Non-maintained settings. 

PRINCIPAL RESPONSIBILITIES AND ACTIVITIES:

· Under direction from the ALN Early Years lead, to provide support, advice and guidance to Non-maintained education providers to enable early identification, assessment and planning for learners with ALN.
· To support settings to identify appropriate strategies, resources and interventions to meet the needs of children with ALN, this might include target setting.
· To support settings in developing and reviewing One Page Profiles, Targeted support and Additional Learning provision (ALP).  
· To support children with ALN with their transitions into and between settings and schools, via the IDP process.  
· To advise support staff in non-maintained settings about differentiated approaches appropriate for children with ALN.
· To be a source of expertise on ALN by developing specialist skills and knowledge and keeping up to date on the latest guidance available for ALN.
· To support the IDP process for the Non-maintained settings.
	
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).

Person Specification
ALN Officer

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 (Yes).
	Attributes
	Requirements
	Essential
	Method of Evaluation/ Testing

	Qualifications, Education & Training


	· QCF (NVQ) Level 4 (or equivalent) or able to demonstrate competence through relevant experience.
· Registration with the Education Workforce Council.
	Yes




Yes
	Production of original Qualification Certificates and application form. 

	
	· Willingness to undertake specialist training, including Child protection awareness and a commitment to CPD.
	
Yes
	

	Knowledge & Experience
	· Experience of working with children and young people with additional learning needs.
	Yes
	Interview, application form, and selection process.

	
	· Excellent knowledge and understanding of child development and learning processes.
	Yes
	

	
	· Good knowledge of the ALNET Act and code.
	Yes
	

	
	· Knowledge of a range of strategies and interventions to support children’s learning in the Early Years. 
	Yes
	

	
	· A working knowledge of Foundation Phase curriculum and other relevant learning. strategies/programmes.
	
	

	
	· Experience of working collaboratively with external agencies and other organisations in relation to additional learning needs.
	Yes
	

	Skills & Personal Qualities 
	· Excellent literacy and numeracy skills.
	Yes
	Interview, application form, and selection process.

	Skills & Personal Qualities
	· Effective use of ICT for data management and collection.
	Yes
	Interview, application form, and selection process.

	
	· Good communication and interpersonal skills with the ability to establish constructive relationships with other agencies/professional to support achieve and progress.
	Yes
	

	
	· Ability to work independently and flexibly and as part of a team.
	Yes
	

	
	· Drivers Licence and use of own vehicle.
· The ability to greet customers through the medium of Welsh is a requirement for this post.
	Yes
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