
	HERTFORDSHIRE COUNTY COUNCIL

	CHILDREN, SCHOOLS & FAMILIES

	MODEL JOB DESCRIPTION


JOB TITLE:

PROGRESS ASSISTANT

REPORTS TO:
LEARNING SUPPORT LEADER

SALARY GRADE:
H2

HOURS:

140 HOURS PER YEAR, TERM TIME ONLY

1.
PURPOSE OF THE JOB
To provide administrative support in the maintenance and analysis of pupil and subject files at critical periods in the school year.

2.
MAIN DUTIES
· Update and maintain on a termly basis the files of subject leaders.
· Carry out the administrative work required to ensure at the start and end of

· each term that the progress of all pupils is accurately monitored.

· Be responsible for the administration of all SATs tests each year.

· Carry out any other administrative duties that may be required to support the 
· monitoring of pupil progress.

3.
JOB CONTEXT
This is a new post which is designed to support the work of teachers at 

particular points in the school year.

Flexibility is required of the postholder in order to meet the needs of the 

school.  Blocks of hours may be required during a single week or spread over two successive weeks.  The precise requirement will be discussed and notified at least half a term in advance.

The blocks of hours required are:

Autumn term:
during the first 2 weeks

  20 hours





during the final 2 weeks

  20 hours

Spring term:

during the first 2 weeks

  20 hours





during the final 2 weeks

  20 hours

Summer term:
during the first 2 weeks

  20 hours





during SATs (in May)

  20 hours





during the last 2 weeks

  20 hours




TOTAL



140 hours
The job may be added to an existing job (which need not be an administrative role) in the school.

The job is suitable for job share.

4.
KNOWLEDGE, EXPERIENCE AND SKILLS
· High level of competence in the use of spreadsheets and databases, preferably EXCEL and ACCESS

· Some experience of summarising data in order to produce reports.

· Good knowledge of how a primary school works

· Ability to work without close supervision

· Ability to produce written work of a high quality
