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	Job

Description


	Date of Issue:  

March 2022
	Ref: 



	
	
	


	Job Title
                WOA Internship – Gaining Ground Assistant
	Thematic Area
Academies

	Post No.

	Grade
£5.00 ph
	Service
Education
	Location

Wodensborough Ormiston Academy

	Responsible to
Vice Principal
	Contacts
Principal
	Persons responsible for:

(May be presented in the form of an organisation chart)

Attach separate sheet


	
	
	Special conditions


	Working hours – casual contract (5-10 hours per week)

	

	
	Conditions of Service



	This job description is a guide to the work you will initially be required to undertake.  It may be reviewed from time to time to meet changing circumstances.



	Job Summary

	The purpose of the WOA Intern role is to provide support within an identified area of the academy i.e. 
· LRC (Reading Coach / KS2-3 Gaining Ground Tutor support)

· 


	Duties and responsibilities are:-

1. Support to Students

	
	·  Under the direction, guidance and supervision of identified staff members, provide support for students 


	
	2.          Support to School

	
	· Under the direction, guidance and supervision of identified staff members, provide support for key areas of the school i.e. LRC / Gaining Ground KS2-3 programme

	
	· To support the exams team as appropriate with invigilation (if needed);



	
	· To maintain school policies and procedures and support the promotion of high standards of behaviour for learning and punctuality;
· To support our school improvement journey by acting as an ambassador and advocate for WOA.
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	Job Title  

	WOA Intern
	Directorate  
	

	JE Reference No:
	
	Grade
	
	Service
	

	Completed By
	Leigh Moore
	Date of Issue


	July 2021


The Personnel Specification outlines the main attributes needed to adequately perform the post specified.  In drawing together the specification, a critical examination of the job description has been undertaken to pinpoint those elements of the post deemed as essential.

The Personnel Specification is intended to give prospective candidates a better understanding of the position’s requirements.  It will be used as part of the recruitment process in identifying and shortlisting candidates and in determining an applicant’s suitability for employment, whilst giving due consideration to the need to make reasonable adjustments in line with the requirements of the Equality Act 2010. 

	
	Essential
	N/A
	How identified

	1. Qualifications

	What does the job require in the way of: -


	Good passes in English and mathematics.
CPD in relation to role/working with young people is desirable.

	[image: image3.wmf]
	Teacher Assessment Grades
GCSE/BTEC grades

Application form

	2. Experience

	What does the job require in the way of: -


	Experience of working as an unpaid Intern and/or supporting the school through leadership activities etc


	[image: image4.wmf]
	Work experience record
Application form / interview / references

	3. Training

	What does the job require in the way of: -


	Safeguarding training is essential, as is a:

· Willingness to undertake training as necessary.

· Commitment to own personal development.
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	Application.

References.

Interview.


	4. Special Knowledge

	What special knowledge is required in order to perform the job properly?
	An understanding of how this school works
Experience in supporting an area of school improvement i.e. the LRC, Student Voice or a particular curriculum area
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	Application.
Interview.

References.

	5. Circumstances (personal)

	What kind of personal circumstances are required to do the job properly?  
	Willingness to work flexibly to meet the requirements of the post.
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	References.

Interview.

	6. Disposition

	How far does the job require: -

Being steady, dependable, persevering, persistent, even tenacious, being difficult to distract or discourage.  Getting on well with others, working readily with others, co‑operating, and influencing others.  Depending on oneself rather than others, relying on own resources, accepting responsibility, leadership qualities, ability to motivate others.  Ability to cope with monotony, neatness, accuracy of work, attention to detail.
	Able to work under direct supervision and on own initiative.
An effective communicator.

Able to get on well with others.

A positive role model.

Empathetic to the needs/circumstances of others.

Patient.

Hardworking.

Punctual and reliable.
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	References.
Interview.

	7. Practical and Intellectual Skills

	What practical and intellectual skills are required for performing the job effectively?  Does the person need to be a practically orientated person; should they be able to make decisions, should they be able to understand information derived from complex reports?  What degree of manual dexterity is needed? Does the applicant need to be mechanically minded?
	Able to communicate effectively (orally and in writing).
Ability to use IT technology

Ability to maintain accurate records.
Ability to provide exam access arrangements.
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	Application.

Interview.

References.

	8. Legal Requirements

	Are there any limitations or requirements imposed by statute that candidates must comply with, e.g. special qualifications, minimum age range etc.? Are there any "Genuine Occupational Qualifications" as defined in legislation which apply to this post?
	Enhanced DBS Check for Regulated Activity
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	Application form and interview questioning and references.




The remaining sections ARE to be completed by managers AND ARE FOR THE APPLICANT’S INFORMATION only.
	9. Background Checks

    Please ( required check(s) referring to Section 9 of Guidance on completing individual sections of the Personnel    

Specification


	The post is subject to the following Background Check(s) which will be undertaken, where applicable, following a conditional offer of appointment.


	a) Enhanced DBS with Children’s and Adults Barring List Check
	[image: image11.wmf]
	Only one or none of these checks (a – f) may be applicable.

	
	b) Enhanced DBS with Adults Barring List Check
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	c) Enhanced DBS with Children’s Barring List Check
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	d) Enhanced DBS Check
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	e) Standard DBS Check
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	f) Basic Disclosure Check
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	Police Vetting Check
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	This check may also be required in addition to one from (a-f) above

	
	No Check Required
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	10. Politically Restricted Post

	Is this post a "politically restricted post”? 
	         [image: image19.wmf]Yes       
	 [image: image20.wmf]No

	Applicants can gain further information on Politically Restricted posts in the "Information for job applicants’ booklet". 

	11.  Main Physical Activities/ Requirements of the Post.

Please ( if activity requires to be undertaken.

The Council will make reasonable adjustments that are necessary for the successful candidate to undertake any of  these activities 

	Lifting / manual handling / client handling
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	Prolonged standing or sitting 
	[image: image22.wmf]

	Working at heights
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	Prolonged working  with vibrating tools / machinery
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	Working in confined spaces
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	Bending / Squatting / Kneeling
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	Working outdoors
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	Manual cleaning /domestic duties
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	Agricultural / gardening work
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	Food Handling
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	Work requiring respirators or masks
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	Rotating shift work or night work
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	Work requiring hearing protection
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	Driving Duties HGV / LGV/

Minibus / Passenger carrying
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	Work with skin irritants / allergens / respiratory irritants/fine particles
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	Any other driving duties
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	Significant use of computers
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	Using restraint
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	Working with children or vulnerable adults
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	High mental stress content
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	Permanent night work
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	Physical / sport / leisure duties
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	Lone working
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	Regular walking on uneven ground
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	Working with challenging behaviours
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	Other main physical activities not listed above
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