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Dear Applicant 

The Matthew Arnold School (part of the Bourne Education Trust ‘BET’) is looking to appoint enthusiastic and 

inclusive teaching assistants at one of two offsite SEND specialist provision centres opening in September 

2022. In the first instance this will be a fixed-term post for two years.  

Both centres are being established to temporarily meet the increasing need in Surrey for specialist places 

while a permanent solution, opening in September 2024, is created. Each centre will cater for between 30 

to 50 year 7 and year 8 students, each with an Education and Health Care Plan ('EHCP'). You will work closely 

with the Centre Manager.   

You will also benefit from a network of support from working within BET, having access to a range of SEND 

expertise within the Core Team and Board of Trustees, as well as belonging to a cluster of schools within 

the Trust, many of which also run specialist provisions. 

I hope this application pack will give you an insight into our organisation and I look forward to welcoming 

you when you visit.  

Yours faithfully 

Mary Gould  

Headteacher 
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Job Profile – Teaching Assistant (Temporary SEND Provision Centre) 
 

Grade:  PS5, £15,463 - £17,042 actual salary  
Hours:  31.25 hours per week 36.8 weeks per annum  
 
Location:  The Matthew Arnold School Offsite Provision at Hurst Road, Molesey 
 
Responsible to: Centre Manager 
 
Purpose of Job:  
 
To support the class teacher and centre manager with the education and wellbeing of small groups of 

children, all with EHCPs.  These are likely to be students with ASD but will also include students with auditory, 

visual, physical, learning, behavioural, social and emotional needs.  In addition this will involve working 

closely with other outside agencies.  

Key accountabilities and specific tasks: 

▪ Use specialist skills in, for example, the teaching of literacy, numeracy or science.   

▪ Provide specialist welfare support for pupils with sensory and/or physical impairment.  

▪ Develop specialist knowledge required to provide appropriate personal care or therapy.  

▪ Organise and maintain the learning environment and take responsibility for specific aspects of class 

organisation and administration. 

▪ Support the learning of an individual/groups of pupils with SEND needs under the guidance of the 

classroom teacher/centre manager and assist with the implementation of lesson plans and facilitate 

more ambitious learning activities. 

▪ Support the pupil to become an independent learner within their own ability and provide positive 

support under the direction of the teacher motivating and encouraging pupils whilst establishing a 

supportive relationship. 

▪ Clarify and explain instructions, assisting in weak areas e.g. language, behaviour, reading, spelling, 

handwriting, listening, presentation and ensure that class work and homework instructions are 

understood. 

▪ Meet the physical, emotional, behavioural and or other special needs as required whilst encouraging 

independence and encouraging the acceptance and integration of the pupil with special needs whilst 

ensuring compliance with school policies. 

▪ Provide feedback to teachers and other professionals on the pupil’s progress in the evaluation of the 

support programme, noting the pupil’s achievements or problems. 

▪ Attend after-school staff meetings and inset training. 

▪ Deliver specified work to individuals, groups and whole classes as determined by the headteacher in 

accordance with The Education (Specified Work and Registration) (England) Regulations 2003. 
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All school staff are expected to: 

▪ Work towards and support the school vision and current school objectives as outlined in the 

School Development Plan 

▪ Support and contribute to the school’s responsibility for safeguarding students 

▪ Work within the schools Health & Safety policy to ensure a safe working environment for staff, 

students and visitors 

▪ Work within the Disability and Equality Scheme to promote equality of opportunity for all students 

and staff, both current and prospective 

▪ Maintain high professional standards of attendance, punctuality, appearance, conduct and 

positive, courteous relations with students, parents and colleagues 

▪ Engage actively in the performance review process 

▪ Undertake other reasonable duties related to the job purpose required from time to time. 

 

All employees working with children and young people have a responsibility for safeguarding and 
promoting their welfare. 

 
This job description is not necessarily a comprehensive definition of the post. It will be reviewed 
annually, but may be subject to modification or amendment at any time after consultation with the post 
holder. 
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Person Specification 
 

Qualifications: 

▪ Educated to GCSE level or equivalent in Maths and English (E) 

▪ A professional qualification in a relevant area; or substantial experience working with young 

people and their families will be considered as an alternative qualification (D) 

 

Professional knowledge and understanding:  

▪ Able to provide specialist welfare support for pupils with special needs (D) 

▪ Able to provide personal care or develop the knowledge and expertise to deliver appropriate 

therapy (D) 

▪ Knowledge of a range of learning support needs (D) 

▪ Able to prepare resources for teaching and learning activities (E) 

▪ The ability to plan learning activities to suit pupil ability with support from a teacher (E) 

▪ Understanding of open-ended questioning and assessment skills (E) 

▪ Excellent communication skills and interpersonal skills (E) 

▪ Good communication, both written and oral (E) 

▪ Ability to work within a team and also able to work independently (E) 

▪ Ability to be self-motivated and have good time management skills (E) 

▪ Ability to stay calm and resilient when placed in situations of stress or conflict (E) 

▪ Ability to work well under pressure (E) 

 

Experience: 

▪ Some experience with children with special needs (D) 

        E = Essential / D = Desirable 
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Application Process 
 

Thank you for your interest in this role. We look forward to receiving your application. The closing date for 

applications is midday on 27th June 2022; however candidates are encouraged to apply promptly as we 

reserve the right to close the advert early. Shortlisting will take place as applications are received. 

To apply for this position, you must complete a Bourne Education Trust application form and email it to 

hallm@matthew-arnold.surrey.sch.uk. (CVs without a fully completed application form will not be 

considered). It is also important that you include a telephone number for both daytime and evening so that 

we can contact you by telephone if necessary.  

If you have any further questions or would like to arrange an informal appointment to discuss the 

role with Mary Gould, Headteacher, please contact Makella Hall, Head's PA on hallm@matthew-

arnold.surrey.sch.uk  

  

Candidates should note that interviews will be held up to and including the 1st July 2022. 

   

Bourne Education Trust is committed to safeguarding and promoting the welfare of children and expects all 

staff and volunteers to share this commitment. The appointment will be made subject to an Enhanced 

Disclosure and Barring Service approval (DBS) as part of our rigorous approach to safeguarding our children. 
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