	Family Support Officer (Grade 7, full time – 35 hours/week, term time only plus 3 weeks)
Actual Salary – £33712 - £36874

Job Description & Person Specification
	March 2026

Deadline : Tuesday 31st March

Interview date: Thursday 23rd April

Start date: 1st September 2026 (or earlier if available)


JOB DESCRIPTION
Reporting to: Assistant Headteacher (SEND, EAL, Behaviour & Mental Health) and Assistant Headteacher (Safeguarding, Attendance and LAC)

Working in conjunction with: Other members of the senior leadership team, the inclusion team, subject leaders, and staff across the CLIC Trust.

The post-holder will initially be assigned to Lily Lane Primary School but may be required to work at other schools across the Trust. 

The family support officer, with support from the inclusion assistant headteachers, is responsible for promoting an environment that supports high expectations for all, overcomes barriers to learning and promotes effective teaching and learning for children with SEND/ EAL. They will also be a deputy designated safeguarding lead.
The ideal candidate will:
· Have the ability to nurture and develop trusting relationships with pupils, parents and carers, and families in order to support their needs
Specific duties:
· Support the school’s policy of equal opportunities, both through relationships with staff, governors, parents and children and through the curriculum.
· Understand the individual needs of pupils with additional needs, including SEND or EAL.
· Assist in developing a positive school ethos in which all pupils have access to a broad, balanced and relevant curriculum and which reflects the school’s commitment to every child achieving their potential. 
· Advise on inclusion across the school, seeking advice from the assistant headteacher as required. 
· Ensure pupil’s needs are assessed and met across the curriculum and that impact of the provision is monitored and reviewed demonstrating the impact of the support provided. 
· Support staff with the writing and implementation of IEPs, support and behaviour plans for children with SEND/EAL/children who are looked after.
· Ensure appropriate assessment of pupils receiving support and assist colleagues in the setting of realistic and challenging targets for future progress. 
· Support staff in understanding the learning needs of pupils with SEND and EAL and the importance of raising their achievement.
· Work with the inclusion team to monitor progress of pupils with SEND/EAL.
· Ensure positive and targeted support for pupils by liaising with staff and other professionals. 
· Liaise with the inclusion team to best support the needs of pupils with SEND/EAL.
· Encourage all staff to recognise and fulfil their statutory responsibilities to children with additional needs or EAL.
· Disseminate good practice across the school.
· In liaison with the inclusion assistant headteachers, support and advise all staff who work with children with SEND or EAL. 
· Identify appropriate resources to support the teaching of pupils with SEND or EAL and ensure resources are adapted to suit the needs of all pupils to enable inclusive learning opportunities for all.  
· To attend and contribute towards inclusion meetings for pupils with SEND/EAL.
· Contribute to the school’s vision of quality first teaching for all pupils.
· In conjunction with line managers, take responsibility for personal professional development, keeping up to date with research and developments in teaching pedagogy which may lead to improvements in teaching and learning. 
· With the inclusion assistant headteachers, identify pupils who may need additional support due to SEND/EAL.
· Recognise own strengths and areas of expertise and use these to advise and support others.
· Promote teamwork within the team, working in partnership to ensure effective working relations. 
· To receive and coordinate referrals, arranging actions and reviewing actions for children and families through a variety of processes including: Early Help, TAF, Child in Need, Child Protection.
· To complete EHCP requests and relevant referrals to outside agencies.
· To maintain accurate, confidential and up to date documentation on all cases including SEND, EAL, LAC, and social care.
· To lead and attend a range of meetings including: Early Help, TAF, Child in Need, Child Protection.
· To provide tailored emotional, practical, and advocacy support to young carers, helping them balance their caring responsibilities with education, wellbeing, and personal development 
· To work directly with children in need and their families in the community.
· Attend home visits.
· To keep up to date with relevant training, statutory guidance and key documents associated with the role, including Keeping Children Safe in Education (KCSIE).
· Promote inclusion and acceptance.



Person Specification for Family Support Officer
Key: 	A = Application	I = Interview	R = Reference
	Selection criteria
	Method of Assessment
	Essential 
	Desirable

	1. Qualifications and Training

	1.1 NVQ level 3
	A
	
	

	1.2 GCSE/Level 2 qualification in English and Maths
	A
	
	

	1.3 Professional development in preparation for an inclusion role, for example NPQs
	A & I
	
	

	1.4 DSL certificate
	A
	
	

	2.  Experience

	2.1 Recent experience of working in a diverse school
	A & I
	
	

	2.2 Experience of working in a primary school
	
	
	

	2.3 Experience of leading meetings, e.g. SEND/safeguarding
	A & I
	
	

	2.4 Experience of engaging and working with vulnerable children and families
	
	
	

	3. Skills and Knowledge 

	3.1 Data analysis skills, and the ability to use data to set targets and identify areas for development 
	I
	
	

	3.2 Highly effective communication and interpersonal skills 
	A & I
	
	

	3.3 Ability to build effective working relationships
	A & I
	
	

	3.4 An understanding of how parents/carers and the wider community can contribute to school improvement 
	A & I
	
	

	3.5 Sound knowledge of the SEND Code of Practice
	A & I
	
	

	3.6 Sound knowledge of quality practice to support learners with English as an additional language
	A & I
	
	

	3.7 Sound knowledge of supporting international new arrivals
	A & I
	
	

	3.8 Knowledge of the various challenges that children, families and the community they live in may face
	A & I
	
	

	3.9 Competent use of information technology including word processing, CPOMS, SIMS
	A & I
	
	

	4.Personal Qualities 

	4.1 A commitment to getting the best outcomes for all pupils and promoting the ethos and values of the school
	A & I
	
	

	4.2 A strong moral compass and relentless drive to improve the life chances of pupils 
	I
	
	

	4.3 Ability to work under pressure and prioritise effectively
	A & I
	
	

	4.4 A commitment to always maintaining confidentiality
	I
	
	

	4.5 A commitment to safeguarding and equality 
	A & I
	
	

	4.6 Approachable, caring and empathetic personality 
	I
	
	

	4.7 Courage and confidence in decision making
	I
	
	

	4.8 Ability to relate positively to children at all stages of the Early Years and Primary phase
	I
	
	

	4.9 Ability to work flexibly to meet families’ needs
	A & I
	
	

	5. Values

	5.1 A genuine passion and a belief in the potential of every pupil
	A & I
	
	

	5.2 Motivation to continually improve standards and achieve excellence above norms
	A & I
	
	

	5.3 Commitment to equal opportunity and the safeguarding and welfare of all pupils
	A & I
	
	

	6. Other

	6.1 Willingness to travel between schools in the Trust
	A
	
	

	6.2 Willingness to work in schools across the Trust
	A
	
	

	6.3 Willingness to attend training and CPD opportunities locally and nationally
	A
	
	

	6.4 Be willing to consent to, and apply for, an enhanced disclosure to a DBS Check and references
	A
	
	

	6.5 Excellent attendance and punctuality record
	A
	
	





