
EDUCATION AND SOCIAL CARE
	APPOINTMENT OF

EDUCATION SUPPORT OFFICER
(ADDITIONAL SUPPORT NEEDS)
SALARY: £40,602- £43,845
REF NO:  MOR02063



FURTHER PARTICULARS FOR CANDIDATES


PLEASE SEND YOUR APPLICATION TO:

MORAY JOBS LINE

THE MORAY COUNCIL

HIGH STREET
ELGIN

IV30 1BX

e-mail: jobs@moray.gov.uk
CLOSING DATE: Friday 31st March 2017
(PLEASE NOTE LATE APPLICATION FORMS WILL NOT BE ACCEPTED)
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Education Support Officer 
(Additional Support Needs) 
MOR02063
This is a post which has been created to add to the existing team of Inclusion Manager and Education Support Officer (ASN) to support schools and develop ASN provision across learning centres in Moray.

This post will work alongside existing ESO (ASN) with areas of responsibility and related tasks shared according to the experience of the successful candidate. The associated job description identifies all of the areas covered by ESO (ASN) posts.

An ASN Strategy is in the process of being consulted on and finalised which will give a clear indication of the priority areas for development of ASN in Moray. Both ESO (ASN) post holders will have an active role in delivering on this Strategy by leading working groups with a particular focus.

Interview will be week beginning 24th April 2017.
For further information, contact Pat McLennan, Inclusion Manager, 01343 563332 pat.mclennan@moray.gov.uk   

THE MORAY COUNCIL

JOB DESCRIPTION

	 (1)
JOB IDENTITY

	POST TITLE: Education Support Officer (ASN)
DEPARTMENT: Education and Social Care

SECTION: Integrated |Children’s Services
LOCATION: Moray HQ


REPORT TO:  Inclusion Manager

GRADE:

POST NO:


	(2)
JOB PURPOSE AND WAY OF WORKING

	To work under the direction of the Inclusion Manager to:

advise the Inclusion Manager and Head of Integrated Children’s Services in the management, planning and delivery of services related to ASN.

advise and support Quality Improvement Officers in matters relating to ASN. 

work with partner agencies to develop integrated working practices.


	(3)
MAJOR TASKS

	3.1 
Advise the Inclusion Manager and Head of Integrated Children’s Services in the management, planning 
and delivery of services related to ASN.

3.2 
Work in co-operation with head teachers, QIOs, support for learning staff and others to ensure 
consistent delivery of high quality support for meeting learners’ needs in schools and enhanced 
provision.

3.3 
Assist in funding allocation procedures.

3.4 
Give support in Quality Assurance and evaluation of ASN provision across Moray.

3.5 
Advise and support schools in developing strategies to support pupils with ASN.

3.6 
Management of  central support services.


	(4)
REPORTING RELATIONSHIPS
This job is indicated by *

	HOS

↓

INCLUSION MANAGER

↓

*ESO


SIGNATURES AND ADMINISTRATION ONLY

	Author’s Signature:

Postholder’s Name:

Supervisor’s Name:
	Validator’s Signature:

Signature:

Signature:
	Date:

Date:

Date:


JOB DESCRIPTION Cont/d ...

	 (5)
DUTIES TYPICALLY INCLUDE:

	5.1 
Advise the Inclusion Manager and Head of Integrated Children’s Services in the management, 
planning and delivery of services related to ASN.

5.1.1 to include ASN funding  and training, Accessibility and Equalities legislation, Administration of Medicines in School

5.1.2 Attend Integrated Children’s Services and other meetings as required.

5.1.3 Attend seminars, courses and meetings.

5.1.4 Prepare reports as required.

5.2 
Work in co-operation with head teachers, QIOS, support for learning staff and others to ensure 
consistent delivery of high quality support for meeting learners’ needs in schools and enhanced 
provision.
5.2.1 
Co-ordinate the production of support materials and  identify appropriate resources to meet the needs of 
staff teams, service users and wider partners,

5.2.2 
Keeping abreast of local and national developments.

5.3 
Assist in staffing allocation procedures.

5.3.1 Support schools to make suitable and appropriate applications for funding.

5.3.2 Support ASGs to moderate applications.

5.3.3 Advise schools about the most effective use of support staff.

5.3.4 Contribute to the work of the authority  moderation group

5.4 
Give support in Quality Assurance and evaluation of ASN provision across Moray.
5.4.1 
Ensure that systems, procedures and processes are fit for purpose and  that they support the consistent 
delivery of high quality support that  impacts positively on children and their families to include IEPs, 
CSPs and ASN files along with the use of funding allocations.                                                                 5.4.2 
ensure that systems, procedures and processes  are GIRFEC compliant

5.5 Advise and support schools in developing strategies to support pupils with ASN.

5.5.1 Coordinate accessibility planning and training needs.

5.5.2 Participate in activities related to parents (this may involve work outwith normal office hours)

5.5.3 5.5.3      Disseminate examples of best practice.                                                                                                       5.5.4      Be involved in the initiation, organisation and evaluation of staff development opportunities and ensure        
 that these meet the needs of staff.

5.6 Management of central support services.

5.6.1 Line manage peripatetic provision in the areas of English as an Additional Language, Sensory Education Service and Autism Development Team  through Principal Teachers in each of these areas.

5.6.2 Work with staff of Central Support Services to ensure that ASN priorities in Moray are met.

The above is intended to provide a clear but concise statement of the present MAJOR TASKS and ACTIVITIES of the job.  It is not an exhaustive list of all its detailed duties.




PERSON SPECIFICATION

Post:
Education Support Officer (ASN)





Department:
Integrated Children’s Services




Date Specification Completed: 23.7.14


Note:  Any disabled applicant who meets the essential criteria for the post is guaranteed an interview.

	ATTRIBUTES
	ESSENTIAL
The minimum acceptable levels for safe and effective job performance
	DESIRABLE
The attributes of the ideal
 candidate

	(1) Experience


	Recent experience of teaching in a school or pre-school setting. 

Extensive and successful experience working with children with ASN

Evidence of professional development related directly to ASN

Experience in leading educational developments
Demonstrated ability in developing and implementing change
	Experience of working in a senior promoted position in school or education setting  
Previous secondment or development experience
Has demonstrated a breadth of involvement in key issues.

Experience of leading development activities for other colleagues and demonstrates a commitment to individual professional development.

Evidence of forward thinking and consideration of desirable change.

Evidence from previous experience of contribution to authority or national ASN initiatives

	(2) Education & qualifications*


	A Degree or equivalent qualification

Must be GTCS registered


Participation in relevant recent professional developments relating to ASN
	Additional qualifications, Education and/or Management qualifications

	(3) Skills/abilities (general)


	Ability to prioritise own workload, work on own initiative and work collaboratively as part of a team.

Effective organisational skills including, ability to assume responsibility for specific tasks and deliver successful outcomes
	Proven ability to lead teams effectively

Evidence of successful leadership of  projects

Good ICT skills 

ability to manage delegated budgets effectively

	(4) Skills/abilities specific to post*


	Knowledge of relevant curricular areas related to ASN 

Leadership qualities in implementing strategies to improve the quality of education

Ability to promote, through staff development activities, strategies which encourage effective inclusion and integration across establishments

Commitment to the process of self-evaluation, including school development planning and departmental planning

You will be expected to travel efficiently and effectively between various work locations within Moray to meet the operational requirements of the Service.  Due to the rural nature of Moray this is normally undertaken by use of a car.
	Evidence of successful involvement in implementing major curricular initiative and/or major policy development



	(5) Inter-personal & social skills


	Skilled communicator in a range of formats and situations

Consultative, good listener, courteous, tactful.  Ability to build relationships and empathise with stakeholders ranging from young people through to staff and parents

Ability to inspire and motivate others whilst incorporating appropriate support and challenge

Ability to contribute to the strategic management of the department

	Experience of managing a school or establishment based project requiring significant involvement of appropriate stakeholders. 

Shows evidence of integrated working with a range of agencies or stakeholders



	(6) Working environment & physical demands


	
	


* Candidates will be required to show these documents if invited for interview.
Satisfactory Disclosure Scotland check required?




YES/NO
Membership of Protecting Vulnerable Groups Scheme (Working with Children)

YES/NO
Membership of Protecting Vulnerable Groups Scheme (Working with Vulnerable Adults)
YES/NO
Satisfactory pre-employment medical screening required?



YES/NO

